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FOREWORD

Changes to this manuél will be supplied on a page basis, and will be published as required. As
change pages are received they will be inserted in their proper place, and the replaced pages de-

stroyed.

Each page of the manual bears a date in its upper inside corner., This date is the date of the
bublication. Pages which represent changes will carry the date and number of the change,

Paragraphs are numbered consecutively throughout the entire manual. Paragraphs with deci-
mal suffixes indicate added paragraphs. For example, a paragraph numbered 23.1 represents the
first main paragraph following paragraph 23.

Pages are numbered consecutively throughout the book. If new pages are added within the

book the added pages will carry alphabetical suffixes—A, B, G, etc. For example, if a new page is
added between 101 and 102, the page will be numbered 1014, A second additional page in the same

place would be numbered 101B, ete.
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CHAPTER |

INTRODUCTION

I. Purpose

@. The accumulation of masses of files not
only reduces administrative efficiency by imped-
ing the use of current files but decreases im-
measurably the utility of records for legal or
historical purposes. Therefore a comprehensive
program for the retirement of noncurrent files
and for the orderly disposal of valueless bapers
is essential. The general purposes of thig pro-
gram, which is an integral part of the War De-
partment records administration program, are:

(1) To assure the brotection of permanent
records and to facilitate their use, and

(2) To provide for the orderly disposal in
accordance with statutory requirements of all
other files of all elements of the War Depart-
ment and Army,

b. The objectives of this manual are to im-
plement the War Department records adminis-
tration program so far as it relates to the dis-
position of records by :

(1) Establishing the responsibilities of War
Department agencies under the program. (See
ch, 2))

(2) Describing the burpose and technique
of the preparation of records disposition sched-
ules. (See ch. 8.)

(3) Explaining the function and scope of
activity of records depots and War Department
records depositories to which noncurrent fileg
are retired, (See ch. 4.)

(4) Furnishing instructions for the retire-
ment, special handling, or destruction of files of
field units and installations. (See ch. 5.)

2. Scope

¢ ‘This manual and supplements authorized
herein, constitute the basic authority for the
disposition of noncurrent files of all elements of
the War Department and the Army. Procedures
for the handling or maintenance of current files
are included only when hecessary to an under-
standing of instructions relating to disposal or

retirement,

0. The provisions of baragraph 25 defining
the applicability of disposal standards contained
in chapter 5 will be carefully observed.

3. Definitions ,

When used in thig manual, the words or terms

listed below will have the following meaning :

Current files, Files to which frequent reference
is made in the conduct of current administra-
tive work, '

Disbandment, The discontinuance of g unit and
the withdrawal of its designation from eur-
rent records of the Army, or from current
records of the major command having juris.
diction thereof. The expression “demobilize”
is not used in this sense.

Discontinuance. The placing on an inactive or
surplus status of an installation or activity
within an installation in which al] military
functions have ceased,

Disposal. The elimination of files by destruction
or salvage,

Disposal standard, The retention period estab-
lished by the War Department and approved
In accordance with statutory requirements
governing the destruction or salvage of speci-
fied types of files being accumulated ss a re-
sult of activities or functions common to more
than one unit or installation of the military
establishment. It applies both to clear and
classified (security) files of the types de-
seribed, :

Disposition. Retirement of files, reduction of
files by a microphotographic process, and
elimination of files by destruction, salvage,
or transfer to other than 4 War Department
agency., ,

Files. The term files is used to include any
papers, record or nonrecord, accumulated in
filing equipment, boxes, or on shelves and
occupying office or storage space.

Inactivated unit, A unit from which ajl person-
nel has been withdrawn, but whose designa-
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tion is continued in the current records of the
Army.

Inactive installation. An installation at which
all activities except those necessary for pro-
tection of property, have ceased, but which
again may be brought into operation by the
War Department,

Installation. All posts, camps, stations, air bases,
schools, and ground force agencies in con-
tinental United States (including both com-
mand and industrial installations) and com-
parable installations overseas, including in-
termediate headquarters below major subor-
dinate command headquarters.

Major command headquarters. The headquar-
ters of the three major subdivisions of the
Army—Army Air Forces, Army Ground
Forces, and Army Service Forces (excluding
headquarters offices of chiefs of technical
services) —and headquarters of oversea thea-
ters and commands which report directly to
the War Department.

Major subordinate command headquarters. The
headquarters of Army Service Forces service
commands and technical services; headquar-
ters of functional commands and air forces
directly responsible to the Commanding Gen-
eral, Army Air Forces; headquarters of
ground force commands directly responsible
to the Commanding General, Army Ground
Forces; and comparable headquarters of over-
sea commands directly responsible to the
commander in chief or commanding general
of an oversea theater or command who re-
ports directly to the War Department.

Noncurrent files. Files which are not required
or are infrequently required in the conduct of
current administrative work, including files
of inactive or discontinued installations and
inactivated or disbanded units, (See pars. 14
and 15.)

Nonrecord material. Papers and documents that
can be disposed of without authorization from
the Congress. For detailed explanation see
paragraph 26.

Oversea theaters and commands. Theaters of
operation, United States Army Forces, de-
partments, base commands, and service com-
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mands, outside the continental United States.

Records. All books, papers, maps, photographs,

or other documentary materials regardless of
physical form or characteristics, made or re-
ceived in pursuance of Federal Law or in
connection with the transaction of public
business and preserved or appropriate for
preservation by that agency or its legitimate
successor as evidence of the organization,
function, policies, decisions, procedures, op-
erations, or other activities of the Govern-
ment or because of the informational value
of data contained therein.

Recmds depot. An intermediate depository

through which noncurrent files, other than
certain classes of specialized files, are proc-
essed and in which they are administered
pending either destruction or transfer to a
permanent depository.

Retirement. Transfer of noncurrent files to a

records depot or War Department records
depository.

T/0 unit. A unit regularly constituted and ac-

tivated in accordance with a Table of Organ-
ization, Table of Organization and Equip-
ment, or special Table of Organization and
Equipment (AR 220-5) approved by the War
Department for the type unit. When used in
reference to units in the continental United
States, the term is specifically defined to ex-
clude certain types of units, described in ap-
pendix II, whose files are retired to ASF
service command records depots rather than
Organization Records Branch, AGO.

War Department offices. The Office of The Sec-

retary of War, which includes the offices of
the Secretary, the Under and Assistant Sec-
retaries, and the Bureau of Public Relations;
and the Office of the Chief of Staff, which in-
cludes the divisions of the War Department
General and Special Staff.

War Department records depository. A specified

depository used for the receipt of specialized
classes of files. Files retired to such deposi-
tories are preponderantly of long-time or per-
manent value which, for technical or admin-
istrative reasons, require centralized facili-
ties.
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- CHAPTER 2

DUTIES AND RESPONSIBILITIES

4. The Adjutant General
The Adjutant Genera] is charged with full re-
sponsibility for staf supervision, coordination,
and direction of the records administration pro-
gram of the War Department and the Army.
He directs such action and requires such re-
" ports in comection with the disposition of rec-
ords as may be hecessary for proper supervision
of this activity,

5. Office of the Secretary of War and
War Department General Staff

a. Records administrators are designated for
the Office of the Secretary of War {to include
the Offices of the Secretary, the Under and the
Assistant Secretaries, and the Bureau of Public
Relations) and for the Office, Chief of Staff (to
include the War Department General and Spe-
cial Staff Division) to be responsible for:

(1) The survey and evaluation of files of
offices and divisions for which designated.

(2) The development of records disposition
schedules to contro] the destruction and retire-
ment of noncurrent files.

(8) Supervision of the elimination of non-
records and records authorized for disposal
prior to retirement of remaining noncurrent
files. .

(4) Submission of disposal schedules to The
Adjutant General for information and for nec-
essary action concerning records requiring Con-
gressional approval prior to destruction,

(6) Reporting progress tc The Adjutant
General as specified in paragraph 28, '

b. Records officers may be designated in of-
fices and Qivisjons as required to accomplish
the proper disposition of noncurrent files,

6. Major Commands :

¢. The Commanding Generals of Army Air
Forces, Army Service Forces, and Army
Ground Forces and of oversea theaters and
commands reporting directly to the War De-
bartment, are responsible for g records dis-

position activities within their respective com-
mands. ‘

b. Records administrators are designated at
headquarters of each major command in the
zone of the interior and as required in overseg
theaters, to be responsible for the following
functions relating to the disposition of files:

(1) Staff supervision of the entire program
within the command concerned, including the
issuance of instructions necessary to the aceom-
plishment of the program. :

(2) Supervising the Preparation of records
disposition schedules to control the retirement
and destruction of files of headquarters offices,

(8) Training and inspection of the work of
records administrators and records officers des-
ignated at subordinate commands and installa-

" tions.

(4) Directing the development and publica-
tion of such uniform standards governing the
retirement of particular types of files of active
units and installations as may be deemed essen-
tial. : '
(5) Review of disposal recommendations
originating within the command and the initia-
tion of such additiona] action as may be neces-
sary to prepare for submission to The Adjutant
General additiona] general disposal standards
not already approved by the War Department.
(6) Development and, upon approval by The
Adjutant General, publication in supplements
to this manual of disposal standards to govern
the destruction of files unique to the major com-

- mand concerned. (The Chief of Engineers pub-

lishes disposal standards approved by The Ad-
Jutant General for files unique to civil works
funetions delegated to him by the Secretary of
War,) ‘

(7) Implementation when essential of dis-
posal standards published in this manual by:

(a) Such clarification as may be necessary
(In terms of specific documents) to accomplish
the purposes of this manual.
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(b) Development of lists of specific docu-
ments and papexs falling within the approved
categories of nonrecord material defined in
paragraph 26.

(8) Facilitatimg at all times the close liaison
essential betweem installations, offices, and ac-
tivities, and depositories, in executing an or-
derly program of records retirement.

(9) Development of standing operating pro-
cedures for the «lisposition of files of discontin-
ued installations and of installations changing
status.

(10) Reportimg progress of the disposition
of files as specified in paragraph 28.

(11) Supervision of the operations of such
records depots or depositories as may be as-
signed to the coammand concerned.

¢. Twenty copies of all directives relating to
the disposition of files will be forwarded im-
mediately upon issuance to The Adjutant Gen-
eral (ATTENTION: Records Management
Branch).

7. Major Suborclinate Commands

a. Records administrators are designated at
headquarters of major subordinate commands
in the zone of the interior and as required in
oversea theaters, and are charged with such
functions listed in paragraph 6b, as may be
directed by maj or force headquarters.

b. Records administrators at ASF service
commands are particularly charged with estab-
lishing and maimtaining liaison through appro-
priate channels between service command rec-
ords depots and installations of Army Ground
Forces, Army Service Forces, and Army Air
Forces in order to provide for the systematic
receipt and use of noncurrent files transferrad

to the depots,

8. Installations

a. Records officers are designated at all in-
stallations in the continental United States and
at such installations or comparable organiza-
tions overseas s may be directed by the com-
manding generals of oversea theaters and com-
mands. Subject to supervision through usual
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command channels, they are charged with re-
sponsibility for all files created and maintained
by the installation or organization and in this
respect they are responsible specifically for:

(1) Maintaining and keeping current the in-
stallation’s records disposition schedule and in-
stalling filing procedures to make it effective.

(2) Prompt disposal of nonessential nonrec-
ords and records authorized for immediate dis-
posal in block upon becoming noncurrent.

(3) Segregating and disposing of specialized
files authorized for centralization or special
handling as provided for in chapter 5.

(4) Periodic inspection of files, preferably
quarterly, to insure compliance with disposition
instructions.

(5) Liaison with records depots and War
Department records depositories to facilitate
the use of files transferred thereto.

(6) Proper arrangement and packing of files
as specified in paragraphs 20 and 21.

(7) Preparing lists and other data as di-
rected by supervising headquarters prior to
change of status of the installation. Whenever
possible the following will be furnished to the
service command or oversea records depot to
which the noncurrent files of the installation
are transferred;

(a) Organization charts showing the rela-
tionship of the offices in which files were ac-
cumulated to other offices in the headquarters
or installation and to include all changes in or-
ganizational structure and distribution of func-
tions which may have been made.

(b) A listing showing the disposition made
of files transferred to War Department records
depositories or transferred with an operating
function to an active installation.

(8) Making recommendations through com-
mand channels for the scheduled disposal of
files, other than nonrecord material.

(9) Assisting commanding officers of T/0
units stationed at the installation in making
proper disposition of their noncurrent files,

(10) Reporting progress as required by the
appropriate headquarters,

(11) Such additional duties as may be re-
quired by higher headquarters.
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CHAPTER 3
RECORDS DISPOSITION SCHEDULES
9. General or other subject correspondence files will be

Records disposition schedules are the approved
means of establishing systematic plans for the
disposition of files. Schedules will be based upon
approved disposition policies and will constitute
continuing instructions for the retirement and
destruction of files, Records administrators and
records officers will utilize schedules as a means
of administrative control to obtain compliance
with approved policies.

10. Preparation of Schedules

- @ Records disposition schedules will be pre-
" pared for each office, headquarters and installa-
tion in the continental United States and for
such oversea headquarters and organizations as
may be directed by the commanding generals of
oversea theaters and commands. Schedules will
cover all files and will utilize fully the disposal
standards and other disposition instructions
contained in chapter 5 or in authorized supple-
ments to this manual,

b. Records disposition schedules will contain
the following minimum information :

(1) Identification of the particular office ac-
cumulating the files. '

(2) Precise description of each elass or t 7pe
of file. It is essential that this description be
sufficiently clear and definite to avoid subse-
quent confusion as to the coverage intended.
Individual documents or papers should not be
identified unless such documents or papers are
filed separately as an individual series. Decimal

identified as one type of file unless portions of
such files should be destroyed or otherwise dis-
posed of in block independently of the re-
mainder of the file. These portions will be identi-
fied as a separate type of file.

(3) Disposition instructions for each type

. and class of files identified, For permanent rec-

ords the instructions will indicate the period of
time the particular type of file is to be held in
the operating office prior to transfer to the ap-
propriate records depot or depository. For files
of temporary value the instructions will state
the period of time that must elapse prior to de-
struction or other disposal. In cases where it is
unnecessary that files of temporary value be
held in operating offices during their entire
period of retention, the instructions will indi-
cate when retirement to the appropriate rec-
ords depot is to be effected. The period of time
after which files will be destroyed or retired
may be stated as a fixed period, for example “1
year”; as an indefinite period which terminates
with a specific event, for example “When the
employee is separated from the service,” *1
year after audit and clearance of pay roll,” ete.;
or ag an alternative period of time, for example,
“l year or upon discontinuance of installa-
tion.” :

¢. To expedite the preparation of records dis-
position schedules use of WD AGO Form R-
5112, illustrated below, which may be repro-
duced locally as required, is recommended.
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INSTRUCTIONS FOR THE PREPARATION OF RECORDS
DISPOSITION SCHEDULE

—t

Separate sheets will be used for each administrative unit of the headquarters or installation

which maintains files, properly identifying the unit and its location in the heading of the

schedule.

2. “Description of Files” (col. 1). All files accumulated by the unit or subunit—papers, card rec-
ords, photographic material, maps, charts, ete., will be listed. Each class or type of file which
can be described and disposed of as a unit wil] be listed as one item regardless of quantity.
Items will be grouped so far as practicable according to the functional categories used in
chapter 5. Folder by folder or paper by paper listing will be avoided. Entries for items com-
posed of duplicate or extra copy (nonrecord) papers will indicate the location of the record

copies,

3. Volume (col. 2) will be indicated in terms of file drawers with volume accumulated to date and
estimated annual rate of accumulation entered separately,

4. Disposal Authority (col. 8).

a. Installations will cite the applicable disposal standard contained in this manual {or in
authorized supplements theretQ) for files which are to be destroyed. For ronrecord items
the accepted category of such material will be cited, The word “none” will be entered for
files believed to have sufficient value to warrant permanent or long-time retention. Where
no disposal standard exists for records believed to be of temporary valve, the phrase “To

be obtained” will be entered in this column

approved disposal standard will be submitted through channels.

b. Major Command and Major Subordinate Command Headquarters wil] enter the phrase “to
be obtained” in this column for record items requiring Congressional approval prior to de-
struction. The Adjutant General will notify such headquarters when approval has been
obtained. Entries for nonrecord or permanent items will be as indicated in a above,

5. Disposition instructions (col. 4) will indicate appropriate retirement or destruction periods
and in addition will specify briefly the action necessary to accomplish retirement or destruction.

Special attention will be given to “cut-off”

growing files will ordinarily be screened for

procedures for large rapidly growing files. Slow
disposal materia] semiannually,

6. Draft schedules will be approved by the officer responsible for the activity which accumulates

the files,

I, Submission of Schedules

a. One copy of each records disposition sched-
ule prepared for War Department offices, major
command headquarters, and major subordinate
command headquarters will be submitted
through channels to The Adjutant General for
information and Necessary action as to record
items requiring Congressional approval prior to
destruction. Records administrators will iden-
tify and describe record items in sufficient de-
tail to permit an appraisal of their administra-
tive, legal, and historical significance,

b. Each installation records disposition
schedule will be submitted for review and ap-
proval as required by the major command rec-
ords administrator. After approval one copy
will be forwarded to the appropriate service

command or oversea records depot.

12, Submission of Additional

Disposal Standards

Based on the review of installation schedules,
records administrators wil be responsible for
initiating recommendations for additional gen-
eral disposal standards for classes of records
not already included in this manual or in au-
thorized supplements thereto. Recommendations
will be submitted through channels to major
command records adminis‘rators who will re-
view and transmit them to The Adjutant Gen-
eral for final approval. Disposal standards will
not be submitted piecemeal but wil normally
include all disposable files of a function or op-
eration not already covered. Each recomnien.
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dation will include

a. Description of the funection or operation
and of the types of papers accumulated thereby,
grouped so far as practicable to conform with
prevailing filing practices so that a specific re-
tention period for a given type of file will allow
destruction of the file as a unit,

b. A specific retention period for each type
of file, together with an explanation of the pre-
cise purpose served by the file,

¢. Reference to pertinent directives in publi-
cations relating to the funection or operation
concerned and to the files created thereby.

13, Evaluation of Records

a. The preparation of records disposition
schedules requires that files be evaluated in
terms of possible future utility to the War De-
partment and the Federal Government. Only a
relatively small proportion of the records cre-
ated have value sufficient to Justify their per-
manent preservation, It is imperative, however,
that this nucleus of records of enduring value
be identified and preserved,

b. Records worthy of preservation as a part
of the permanent archives of each federal
agency, as stated by the National Archives, are
those reflecting: (1) the organization and ad-
ministrative history of the agency; (2) the pol-
icies it followed and the reasons for their adop-
tion; (3) itg working methods; (4) its specific
individual transactions so far as they estab-
lished a legal status of any kind or as they may
be presumed to have a general and continuing
interest; (5) the general social, economic, or
other conditions with which the agency dealt,

¢. R:cords which establish a legal status, such
as those relating to personnel, Government.-
owned real estate, criminal investigations, or
contractual obligations (including both the
procurement and sale of property) are gener-
ally readily identifiable. Tt is less easy, particu-
larly for field installations and units, to identify
the materials which may be of value under the
broad categories specified in (1), (2), (3), and
(5) in b above. Field installations and units
normally will have few of such records, since
policies are generally determined at major
headquarters or by the War Department, and
the activities of such field installations and
units are reflected in correspondence and re-
ports forwarded to these headquarters.

d. During wartime, however, when relatively
broad discretion in policy and procedural mat-
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ters is exercised at such headquarters as ASF
service commands and AAF functional com-
mands, and particularly in oversea headquar-
ters which exercise broad discretion in com-
mand matters, the general files and the files of
staff sections will contain correspondence, di-
rectives, staff studies, reports, and other mate-
rials not forwarded to the War Department,
which warrant permanent preservation, after
screening, as a record of the activities of the
command. These files should be preserved with
their own separate identity, in the arrangement
in which they were maintained by the command.
The advice of historical officers assigned to in-
stallations and units of the Army and to offices
of the War Department will be utilized in eval-
uating records for permanent preservation.

e. Where doctrine and policies are likely to
be developed with respect to organization, train-
ing, personnel, and matériel, such as at schools,
training centers, research centers, proving
grounds, arsenals, ete., both general files and
stafl section files will contain records of perma-
nent value, Army Ground Force historians, for
example, have found documents of particular
interest under the following general subject
headings in decimal files: Reports (normally
319.1), telephone calls (normally 811.3) inspec-
tions and investigations (333), conferences
(337), strength (320.2), schools (352), train-
ing (853), and maneuvers (354.2). When the
decision or policy is important, all types of
papers which document it are important, in-
cluding such normally nonessential papers as
routing slips when containing informational
comments, directives, or other notations,

f. War Department historical officers have in
some instances found that office files of con-
venience or important reading files of staff ele-
ments or the commanding generals of major
commands and major subordinate commands,
together with policy books, or comparable ref-
erence and policy material maintained by these
or any other headquarters organizations, are
especially valuable for historical purposes. Pol-
Icy books are compilations of basic directives
from higher authority or outside agencies, and
office orders created within the agency itself,
which reflect policy and procedural decisions.

14. Determining When Files Become
Noncurrent

The basic standards for determining when files
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become honcurrent, that is, eligible for trans-
fer to the appropriate records depot or Wap
Department records depository, are, first, the
type of use; second, the frequency of use; and
third, the rate of accumulation, considered in
the order named.

a. TYPE OF USE. No installation will maintain
files solely for correspondence containing re-
quests for information from the records, when
the papers accumulated during the course of ad-
ministrative action taken by the activity in the
performance of jts current mission have been
completed and closed out. Requests for infor-
mation based solely on records can be handled
at records depots or special depositories.

Ezample: Requests for information relating
to the service record of enlisted personnel SED-
arated from the service, or requests for clin-
ical records of individuals discharged from hos-
pitals. The files are current, in the first in-
stance, so long as the individual is on active
duty; in the second, so long as the patient is
under treatment in the hospital, A further ex-
ample is the file relating to the development of
& particular item of ordnance matériel. This file
is current so long as developmental action is
being taken on the item.

b. FREQUENCY oF USE. Aftey type of use has
been considered, frequency of use is g determin-
ing eriterion. New administrative action, re-
opening a case file which has been closed out, is
likely to oceur for all types of correspondence,
brocurement, fiscal, Property, maintenance, and
other administrative files, The frequency of
such use, which generally requires ter:porary
withdrawal of the file by the activity respon-
sible for taking action, can be estimated or
analyzed statistically, and a reasonable retire-
ment period fixed, No arbitrary rule for all ac-
tivities of the Army can be laid down, since
local physical factors and communications fa-
cilities are influentia] factors, but the practice
of some operating activities in retaining, in cur-
rent status, administrative files beyond a rea-

10

sonable likelihood of active use will be discour- _

aged.
Example: Examples of a type of files fre-
quently held too long in current status are cen-
tral decimal correspondence files. Less than 2
percent of the searches made in such files are
likely to require the use of pbapers more than 4
Years old, even in very large headquarters files.
For field installations files a 1-year cut-off, with
retirement after 2 years in a current status, is
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generally ample,

¢. RATE oF ACCUMULATION., It is neither eco-
nomical nor efficient to transfer files to non-
current storage a handful at a time. Common
sense judgments are essential, and the rate of
accumulation of a particular series of filed pa-
pers is a factor, along with type and frequency
of use, to be taken into consideration, A group
of logically-related fileq papers or folders, which
otherwise could be scheduled for retirement as
a unit, may grow so slowly that the cost of fre-
quent, individual handling is greater than the
savings resulting from its retirement or de-
struction. These bapers o1 folders should be
held in current status either unti] the volume
Justifies retirement (if they cannot then be de-
stroved) or they should be described in more
general terms with other filed material and a
cut-off established for the file as a whole.

Example: Decimal correspondence files. While
the papers under different subject headings will
vary in the frequency of use, it is normally more
efficient and economica] to establish a cut-off
for the whole file, based on declining frequency
of use of papers anywhere in the file, than to
handle each subject heading individually.

I5. Disposition of Files of Installations
Changing Status

a. With certain exceptions, the files of Instal-
lations changing status are arbitrarily defined
as “noncurrent,” even though they may be zec-
tive for a period of time following change of
status. This applies both to installations being
discontinued as well as to installations being
transferred from one of the three major com-
mands of the Army (AAF, AGF, ASF) to an-
other, or, within these major commands, from
one command to another. The exceptions noted
are as follows:

(1) Files necessary to the operatjon and
maintenance of the installation’s physical plant
and equipment wil] remain at the installation,

(2) Fiscal accounting files are considered
current until all accounts are closed and un-
expended balances involved are repnrted for
withdrawal,

(3) Files essential to the administration of
a continued activity which has been transferred
from the installation being relinquished oy dis-
continued to another headquarters or installa-
tion will be transferred to the latter, as directed
by the headquarters having command jurisdie-
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tion, but will be specifically limited to files
needed to administer a transferred operating
activity (excluding the activity of record-keep-
ing itself).

b. When any unit, headquarters, or subdivi-
sion of a headquarters is reorganized, consoli-
dated, or redesignated and personnel and equip-
ment are transferred to a new command, files
will be closed out as of the date of discontin-
uance of the former command and properly
identified as the files of the discontinued unit or
office.

(1) Files which are thus cut-off will be re-
tained by the successor unit or office until in-
active. If, during this period, active papers or
individual files are withdrawn and incorporated
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in current files of the successor unit or office,
appropriate cross reference will be left in the
file from which the papers were withdrawn.

(2) With the exception of individual active
papers, as provided above, files of such redesig-
nated or reorganized units or offices will not be
merged or interfiled with the records of any
other unit or higher echelon, but will be main-
tained so as to preserve the administrative or-
igin of the records. Specific exceptions to this
rule will be authorized only by The Adjutant
General.

(3) When inactive, the cut-off portion of the
files will be transferred to the appropriate rec-
ords depot,
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CHAPTER 4

RECORDS DEPOTS AND WAR DEPARTMENT RECORDS DEPOSITORIES

Section I. OBJECTIVES

16. General

a. Records depots and War Department rec-
ords depositories are established for the re-
ceipt, processing, housing, and administration
of noncurrent files of the War Department and
Army. Records depots and depositories provide
adequate facilities to which noncurrent files can
be retired on a continuing basis and in a Sys-
tematic manner, and in which the bulk of non-
current files can be reduced to the minimum re-
quired for long-time or permanent retention by
the elimination of valueless files or by micro-
filming. Personnel of the depots and deposito-
ries provide service on and facilitate use of re-
tained records by furnishing files or documents

or supplying information from files, and when
necessary make administrative determinations
and complete administrative action in cases not
requiring staff or headquarters decision,

b. Records depots and depositories are de-
signed to relieve units, installations, and head-
quarters offices of the custodia] responsibility
for and the paper work incident to the admin-
istration of noneurrent files, and to effect in-
creased efficiency in servicing current files,
Likewise it is intended to secure the preserva-
tion of valuable records and make them avail-
able at all times; to minimize the problem of
files disposition on demobilization; and to keep
mobile units free of unnecessary impediments. -

Section Il. TYPES AND PURPOSE

17. Types of Depots and Depositories

a. To achieve the objectives stated above,
records depots and depositories are established
as follows:

(1) Records depots for the receipt of non-
current files, other than the specialized classes
of files referred to below. Record depots are
Intermediate depositories through which non-
current files are processed and administered
pending either destruction or transfer to a
bermanent depository.

(2) War Department Records Depositories
for the receipt of specialized classes of noncur-
rent files which, for technical or administra-
tive reasons, require centralized facilities.

b. The location and addresses of records de-
pots and depositories are contained in appen-
dix 1.

18. Records Depots
@. SERVICE COMMAND RECORDS DEPOTS. (1)
One records depot is established in each of the

numbered service commands of the Army Serv-
ice Forces to receive noncurrent files of head-
quarters of major subordinate commands, (ex-
cept headquarters of the technical services,
Army Service Forces) and of all zones of the
interior installations, Additional service com-
mand records depots may be authorized only
by The Adjutant General.

(2) Army Air Forces and Army Ground
Forces major subordinate commands and in-
stallations retire noncurrent files to specified
service command records depots on a functional
rather than a geographic basis. (See App. I1.)
Headquarters of ASF service commands, all
ASF installations, and all special installations
will retire noncurrent files to service command
records depots serving the geographical area in
which located, except as provided in appen-
dix IT.

b. OVERSEA RECORDS DEPOTS, Records depots
are established in each oversea theater and
command, as directed by the commanding gen-
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eral thereof, to recejve and, so far as practicable,
to process the noncurrent files of gl elements under
his command, and to ship such files at periodic
intervals, to the Organization Records Branch,
AGO. The depots will' receive, on request, the
noncurrent files of activities located in such
theaters or commands, but not under the jurisdie-
tion of the commanding generals thereof,

(1) Prior to any major movement within a
theater, and at such other times as may be directed
by the commanding general, T/O units will clear
their files of papers authorized for disposal and
other noncurrent files not needed for future action,
pack the latter in accordance with paragraphs 20
and 21, and ship them to the appropriate oversea
records depot.

(2) Uponreadjustment and redeployment move-
ments or inactivation or disbandment overseas,
provisions of current readjustment regulations will
be followed.,

19. War Department Records Depositories

@. WaR DEPARTMENT HEeApouarTERS FiLgpg,
(1) The Adjutant General is charged with re-
sponsibility for the custody and administration of
noncurrent files of War Department offices, Head-
quarters, Army Air Forces, Headquarters, Army
Ground Forces, Headquarters, Army Service
Forces (including offices of chiefs of ASF technical
services) ; integral elements of such headquarters
located outside the geographical limits of the
Military District of Washington, offices of the
Military District of Washington, and installations
under that command. Lists of headquarters ele-
ments located outside the Military Distriet of
Washington will be issued at appropriate intervals
by The Adjutant General for the guidance of the
headquarters concerned.

(2) Noncurrent files of these offices are retired
to the War Department Records Branch, AGO,
on the basis of records disposition schedules ap-
proved by The Adjutant General,

b. PersoNNEL Frims. The Adjutant Geners]
Is responsible for the custody and administration
of files of separated military and civilian per-
sonnel, which are centralized in the following
depositories:

(1) Demobilized Personnel Records Branch,
AGO, receives permanent records of separated
officers and enlisted personnel, except that files
of retired Regular Army Officers are maintained
in Officers Branch, AGO, except for certain mis-
cellaneous personnel records as indicated below,

(2) Discontinued Projects Branch, AGO, re-
AGO 25964 —Dec.  874971°—45—— _ o
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ceives official 201, intelligence, and medica] files
of civilian personnel separated from the War
Department or transferred to 8 duty station
outside the United States,

¢. Cuvicarn  REcorps, (1) Clinical records
(WD MD Form 55-series), together with the
Register Index, the outpatient index on WD
MD Form 52a (Index Record of Patients), and
allied documents forming part of the clinical
files (such as board proceedings) of disbanded,
Inactivated, or abandoned military hospitals will
be segregated from the balance of hospital files
and forwarded to Demobilized Personnel Records
Branch, AGO.

(2) Noncurrent clinical records of active hos-
pitals will be centralized in the Clinical Records
Branch, AGO, according to the procedures pre-
scribed by WD Pamphlet 12-14, (Centraliza-
tion, Maintenance and Servicing of Noncurrent
Clinical Records).

d. PURCHASING aND CoNTrACTING Frvgs, Cer-
tain procurement files of Army Air Forces and
Army Service Forces are centralized in two de-
positorics, in accordance with current directives
of the Commanding Generals, Army Air Forces
and Army Service Forces. In oversea theaters
and commands, all Procurement files are retired
to the appropriate oversea records depots unless
specific exception is made by The Adjutant Gen-
eral,

(1) Army Air Forces procurement files are cen-
tralized under the Air Technical Service Com-
mand.

(2) Army Service Forces Procurement files gre
centralized in Contract Records Branch, AGO.

e. DispursiNg Orricers’ Money Accounns.
The Fiscal Director is responsible for the cus-
tody and administration of noncurrent files of
all disbursing officers’ retained money accounts,
except such accounts relating to civil works funds,

J. ProTOGRAPHIC Fivgs. Photographic records
are centralized as follows:

(1) Air Force air and ground stil] bhotography
by Photographic Division, AC/AS Intelligence,
Hqs, AAF.

(2) Air Force air and ground motion picture
photography by Motion Pictures Services Divi-
sion, AC/AS Intelligence, Hqs, AAF.

(3) All other still photography by the Army
Pictorial Service, Office of the Chief Signal
Officer.

(4) All other motion picture photography by
the Signal Corps Photographie Center, Office of
the Chief Signal Officer.
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LOCIER BOZ
{vsenr pvunon constaserson)

RAILS

3/47 WoKD RE IMFORCING 3TR1PS
ABOVE AN BELOW CLEAT,

CLEAT UPON WhicH
TRAY WAS SUPPORTED

Figvee 1—Light plywood locker box showing required addition of rein-

foreing strips prior to records shipment,

A. Removehooks and eyesand place them inside the box prior to shipment.

B. Numbering and stenciling of bozes.
(1) Boxes are numbered in sequence starting with .
identily the activity, office of origin, and general charaeter of the contents,
(2) Numbering of boxes is consecutive for al} boxes

all bozes are packed.

(3) Marking Is such that it can be read on the lid wh
binged side of the box,

0, 1, clearly marked to

and is accomplished after

\‘

en reading trom the

C. Clearly indicate the name snd address of the records depot to which

the flles sre being shipped.

D. Indicate gross weight and cublc contents
E. Btrapping of box for shipment-—3 flat stee] straps,
F16URE 2.—Records shipping and storage box (preparation for shipment),
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up at the records depot),

i

F1oure 3.—Records shipping and storage box (packing position),

F1608% 4.~Hecords shipping and storage box (showing position In which set
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g. T/O Umir anp Overspa THEATER FiLEs.
The Adjutant General is responsible for the
custody and administration of all noncurrent
files of T/O units and headquarters of defense
commands within the continental United States
and of noneurrent files of all units, installations,
and headquarters organizations in oversea theaters
and commands received from oversea records
depots. These files are centralized in Organiza-
tion Records Branch, AGO. (See App. II for
description of certain types of units which are
retired to ASF service command records depots.)

(1) Prior to movement overses from continental
United States, and at such other times as may be
directed by the Commanding Generals, Army
Ground TForces, Army Service F orces, and Army
Air Forces, T/O units clear their files of papers
authorized for disposal and other noncurrent files
not needed for future action, pack the latter in
accordance with paragraphs 20 and 21, and ship
them direct to Organization Records Branch,
AGO. The provisions of POM will be followed
in determining files to be taken overseas,

Section lll. PACKING AND

20. Standard Records Shipping and

Storage Box

In order to facilitate storage and use of records in
the containers in which they are shipped, a stand-
ard records shipping and storage box is prescribed
for the shipment of files to service command
records depots, oversea records depots, and War
Department records depositories, Military and
civilian  personnel records forwarded to The
Adjutant General in accordance with current
regulations need not be shipped in such containers,

a. A quantity of wooden locker boxes suitable
for records shipment and storage and surplus to
stock level requirements, has been allocated to
commanding generals of numbered ASF service
commands and the Military District of Washing-
ton for use by all installations within the conti-
nental United States,

(1) Priorto the procurement of standard records
boxes, records officers at installations within the
United States will advise the appropriate ASF
service commeand (ATTN: Records Administrator)
of their records box requirements in order that
available surplus stock thus allocated may be
utilized until exhausted. In order to avoid un-
necessary shipment of empty locker boxes, Army
AGO 25964
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(2) Trophies and other unit property will not
be packed and shipped as records,

(3) Whenever a unit is inactivated or dis-
banded in continental Uaqited States, its Field
Manuals, Technical Manuals, Graphic Training
Aids, catalogs, books, blank forms, stationery,
and other office equipment and supplies will be
turned in locally for disposition as prescribed by
the commanding officer of the installation at which
inactivation or disbandment takes takes place,
with o view to reissue or salvage. AAT activities
will follow the procedure outlined in AAF regula-
tion 5~9 in disposing of such material,

(4) Commanding officers of T/O units will
inspect records prior to shipment, either in person
or by a designated representative, to insure that
instructions are followed.

h. Records Service Branch, AGO, receives
certain miscellaneous records pertinent to military
personnel, including original morning reports, sick
reports, rosters, medical cards, and series of pub-
lished orders, bulletins, circulars, and memoranda
forwarded by specified commands to The Adjutant
General in accordance with existing directives.

SHIPPING PROCEDURES

Air Forces and Army Ground Forces installations
will requisition such boxes from the Army Service
Forces service command in which they are located.
Boxes will be requisitioned only for current needs
and not for anticipated future requirements,
Boxes will not be used for purposes other than
shipment and storage of records.

(2} Locker boxes which are of light plywood
construction will be reinforced by the use of %-inch
wooden strips prior to the shipment of the records.
The strips will be nailed to the inner surface of
each end of the box, one strip above and one below
the cleat upon which the locker box tray was
supported. (See fig. 1.)

b. In order to meet requirements for a standard
record shipping and storage box when locker boxes
as described above are not available, the use of g
standardized nailed wooden box is prescribed.
The box will conform to the requirements of Speci-
fication JAN-P-1086, Style 2, except that sides,
top, bottom, and ends will be standard 25/32-inch
lumber (343). Inside dimensions wil] be: length
80 inches; width 16 incles; depth 12 inches,

(1) Cleats will be not less than 25/32 x 2% inches.
All nails not clinched will be cement coated.

(2) Cover will be held together with five %-
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inch corrugated fasteners, two on one side and
three on the other side, equally spaced, and two
wooden cleats 25/32 x 5% inches on outside of
cover nailed 4 inches from ejther end of the
cover. Nails holding cleats to cover will be
clinched not less than } inch on outside.

(3) Hooks and eyes. Boxes constructed for
immediate shipment will not be fitted with
hooks and eyes to fasten cover because of danger
of damage in shipment. Boxes constructed for
temporary retention at an installation may
have hooks and eyes installed to facilitate loca)
racking and search, However, hooks and eyes
will be removed and placed in a list envelope
prior to shipment. Hooks and eyes will be 3-inch
heavy type.

(4) Hinges. The outside of the cover of the
boxes will be fitted with two 4-inch heavy strap
hinges, either bolted with 3/16 x 1 inch stove
bolts or screwed to inside of lid with 1%-inch
No. 10 screws. Nuts will be on outside and bolt
ends will be pinged to prevent loss of nuts in
shipment. Washers will be used on both inside
and outside of the box. Side of box will be mor-
tised to Y-inch depth and hinges set in enough
to permit tight fit of lid.

(5) Strapping for shipping. The box will be
reinforced with three flat steel metal straps not
less than % x .020 inch, one strap to be centered
over top, sides, and bottom and the two other
straps to be applied over tep, sides, and bottom
approximately % the length of the box from
each end.

(6) When files are transported by water, the
box will be lined before packing with a prefabri-
cated bag of waterproof barrier material con-
forming to specification AXS-1246, Type L-2
or M, and constructed as described in SB 38-2.

(7) Applicadle specifications. The following
specifications on the issue in effect on date of
invitation for bids will form g part of this speci-
fication:

(@) Federal specifications.
QQ—S—781-Strapping, Flat, Steel.
QQ-S—?QO—Strapping, Round,

Bare and Zine Coated.

(®) Quartermaster Corps tentative specifications,

OQMG No. 106—Strapping Steel, Nail-
less Type (Flat and Round Steel Wire)
for Boxes, Crates, and Bales,

OQMG No. 94—Specifications for Mark-
ing of Outside Shipping Containers by
Contractors,

Steel,
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(¢) Ordnance Department U, §. Army tenta-
tive specifications.

AXS-1246—Barriers, Waterproof (Ma-
terials for),
(d) Joint Army-Navy specifications.
JAN-P»—]OG—-—Boxes, Wood, Nailed.
Notice. When Government drawings, speci-

fications, or other data are used for any pur-
pose other than in connection with g definitely
related Government procurement operation, the
United States Government thereby incurs no
responsibility nor any obligation whatsoever,
and the fact that the Government may have
formulated, furnished, or in any way supplied
the said drawings, specifications, or other data
is not to be regarded by implication or other.
wise as in any manner licensing the holder or
any other person or corporation or conveying
any rights or permission to manufacture, use,
or sell any patented invention that may in any
way be related thereto.

21. Packing Procedures

The file folders containing the records will be
placed upright in the box, in filing order, with
folders facing the left end of the box when the
box is viewed from the hinged side. File tabg
will be visible for easy access and identification.
Exceptions will be made only when the peculiar
size and shape of the material is such as to make
the specified arrangement impractical,

a. Boxes will be filled only with one row of
folders arranged as indicated above so that the
records depot will be able readily to inspect,
check, process, rack, search, and service records
without having to provide additional boxes, All
spaces between the files and the sides, ends, or
cover of the box will be tightly packed with
crumpled or wadded paper or other suitable
packing material to avoid movement of contents
during shipment, Additional file material or
surplus file folders will not be used as packing
material,

b. Files of large headquarters, offices, and
installations will be packed for shipment in gen-
eral classes, within which the filing sequence
existing at the time records were in current
files will be preserved. The following guide as
to the sequence of general classes will be followed
to the maximum extent practicable:

(1) Central decimal files.

(2) Decimal files for each branch or division
(where decentralized offices of record exist).

(8) Funds (alphabetically by name),
AGO 25904
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(4) Property records (alphabetically by tech-
nical service).

(5) Orders file (record set issued by the head-
quarters whose files are being retired).

(@) General orders (arranged by year and
numerically within each year).

(b) Special orders (arranged as for general
orders).

(¢) General court martial orders (same arrange-

ment),

() Special court martial orders (same arrange-
ment),

(¢) Numbered memoranda, bulletins, circulars,
general letters, ete, (same arrangement).,

(f) Other memoranda, bulletins, circulars, gen-
eral letters, ete, (arranged by date).

(6) Histories.

¢. Unit files will be arranged in the following
order prior to shipment:

(1) Decimal file or correspondence file (corre-
spondence book and documents, if any).

(2) Morning Reports,

(3) Sick Reports.

(4) Duty rosters.

(6) Guard reports.

(6) Pay rolls,

(7) Council book, vouchers, and allied papers.

(8) Miscellaneous,

(9) Order file (record set issued by unit whose
files are being retired arranged in same manner
outlined in paragraph 216(5).

(10) Histories.

(11) Journals, message files, and other combat
records, not forwarded in accordance with AR
345-105.

d. NUMBERING AND STENCILING oF Boxgs.

(1) Boxes are numbered in sequence starting
with No. 1, clearly marked to identify the activity,
office of origin, and general character of contents,

Examples
Boz 1 of 60 boxes Box 5 of 60 bozes
AAA Training AAA Training
Center Center
Camp Stewart, Ga. Camp Stewart, Ga.
Orders AG Decimal Files

(2) When packed in separate offices of an in-
stallation, boxes will be temporarily numbered in
correct filing sequence. When the boxes are
ready for shipment they will be assembled and
numbered in over-all sequence, each box in rela-
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tion to the entire shipment, that is, “Box 12 of 115
boxes,” “Box 37 of 115 boxes.”

(3) Stenciling will be Placed so that it can be
read on the lid when reading from the hinged
side of the box,

e. List or CoNTENTS. (1) Alist of the contents
will be placed in an envelope affixed to the inside
cover of the box. Duplicate lists will be fastened
together in a consolidated list for all boxes in the
shipment and will be forwarded immediately to
the records depot or depository which is to receive
the shipment. This list will be forwarded under
8 covering letter indicating anticipated date of
shipment. It is imperative that the box numbers
as indicated on the packing list correspond with
the numbering of the boxes in the shipment.

(2) Such listings should adequately identify
the contents of the boxes but should not attempt
& paper-by-paper inventory, The following are
illustrative of an adequate identification:

Boz 1 of 80 bozes . Boz 5 of 80 bozes

AAA Training AAA Training
Center Center

Camp Stewart, Ga. Camp Stewart, Ga.
Orders—1944 AG DECIMAL

FILES 1944
000.3 Religion to
000.91 Camouflage

J. Sureping. (1) Boxes will be shipped on a
War Department Shipping Document which,
under the heading “Description of Articles,” will
indicate the name of the organization, installa-
tion, or activity whose files are being shipped.
Ezample: “Records of AAA Training Center,
Camp Stewart, Ga.”

(2) In preparing boxes for shipment, lids will
be secured by metal strapping (not nailed or
screwed) one strap to be centered over the top,
sides, and bottom, and the other two straps to be
applied over top, sides, and bottom approximately
% the length of the box from each end.

(3) Each box will be stenciled clearly, indicat-
ing gross weight and cubie contents,

(4) Additional shipping instructions, including
authorized date of shipment, identity of final
carrier, ete., will be as prescribed by the affected
ASF service command or overses records depot,
or War Department depository, except as follows:

() No implementing instructions are nec-
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essary for the shipment of military and civilian
personnel files as specified in chs pter 5.

(0) T/0 unit records in continental [United
States will be shipped without implementing in-
structions when the quantity does not exceed
150 boxes,

(5) Shipments of classified material will be
governed by the provisions of paragraph 68,
AR 380-5.

9. Pacxing anp TransaiTTINg SMaLL Quan-
TITIES OF FrLes. (1) In Packing and transmitting
small quantities of files insufficient to warrant the
use of records boxes, the folders will be wrapped
securely, using heavy envelopes or wrapping paper,
and well sealed or firmly tied. The maling ad-
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dress of the appropriate records depot or special
depository will be clearly indicated, preferably by
use of waterproof ink or typewritten mailing
sticker,

(2) The most economics] means of shipment
which provides reasonably prompt delivery will
be utilized. WWhen the packege weighs under 70
pounds advantage will be taken of postal regula-
tions permitting shipment of records within the
continental United States and to or from APO’s
by parcel post under Government frank, Pack-
ages in excess of 70 pounds will be shipped by
express when the security or time elements are
such as to require this mesns of transportation,

Section V. LOAN AND WITHDRAWAL OF TRANSFERRED FILES

292. General

a. It is the policy of the War Department to
facilitate official use of files transferred to records
depots and War Department record depositories
subject to such restrictions as are imposed by the
War Department or the command creating and
accumulating the files. Procedures for the loan
and withdrawal of records are designed to permit
immediate reference to files by the originating
agency or & higher headquarters and at the samme
time to protect them against unwarranted and
unauthorized usage.

b. Individual files or folders will be charged out
on temporary loan to the originating agency or a
higher headquarters whenever, in the judgment of
the commanding officer of the depot or depository,
the papers are not thereby subjected to unusual
danger of loss or destruction, such as return over-
seas to an active combat zone. Where the need
therefor is indicated, true copies or photostatic
copies of documents will be furnished. Whenever
possible, maximum use of information in trans-
ferred files will be made by referring correspond-
ence to the depot or depository to which the files
were transferred, for direct reply. When such
action is specifically requested, depot replies to
inquiries will be routed through the headquarters
which created and transferred the files to depot
custody. Space and facilities will be furpished to
personnel of authorized activities of the War
Department or Army visiting the depot or deposi-
tory and utilizing files on the spot, for the compila-
tion of approved studics or reports, or for extended
historical or other research.

¢. In the instances indicated in this subpara-
graph, specified icstallation or reorganization files
may be withdrawn on irdefinite loan upon appli-
cation by the originating agency to the proper
depot or special depository, Series of files so
withdrawn generally will include only those re-
tained records and reports which constitute a
definitely identifiable “case’” file or which can be
readily segregated by date, such as relained rosters
and pay rolls, and will cover a period generally
of not more than 12 months. Correspondence
filed under the War Department decimal system
will not be withdrawn in bulk unless the volume
is small and the date coverage within the period
specified above, since such correspondence cannot
be segregated readily on a date basis. However,
specific items filed in a correspondence file may
be withdrawn on temporary loan. Typical in-
stances which may require the withdrawal of g
file series include the following:

(1) When a unit which has been inactivated
is again activated or when an inactive installa-
tion is returned to an active status,

(2) When projects previously abandoned or
suspended are revived,

d. Under the provisions of AR 345-103, or-
ganizations, in order to facilitate the prepara-
tion of historical reports, to enhance unit esprit
de corps, and to perpetuate its historical tra-
ditions, are required to maintain copies of unit
histories. Originals of such histories, in all
cases, will be forwarded in accordance with
AR 345-105, but units will retain copies until
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disbandment or nactivation, and will forward
them with other retained fles to the appropriate
depot or depository,

Upon application to The Adjutant General
specific data that may be of record in the War
Department or information as to other sources
from which the data may be obtained, will be
furnished for the preparation of histories of
organizations, Such applications should state
the specific items with reference to which in-
formation is desired,

e. Procedures for the retirement to State cus-
tody of records accumulated by National Guard
units prior to their entry into Federal service
were established in accordance with instructions
from the Adjutant Generals of the several States,
Records of Natiopal Guard units pertaining to
activity throughout their entire period of Federal
service constitute War Department records. In
common with all other War Department records,
their disposal is governed by the provisions of
Public Law 115, 78th Congress, This statute
restricts the disposal of Federal records by transfer
or otherwise to those deemed by the Archivist of
the United States and Congress to be of insufficient
value to warrant continued Preservation by the
Federal Government. Transfer of records to any
State, dependency, appropriate educational insti-
tution, library, museum, historical research, patri-
otic or other qualified organization through other
than the above procedure constitutes an illegal
alienation of Federal records,
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23. Personnel Records

. Individual personnel files of separated mili-
tary personnel transferred to Demobilized Per-
sonnel Records Branch are confidential and are
loaned only to offices of the War Department and
specified officers of Headquarters, AAF, ASF, and
AGPT, in accordance with current War Department
directives. All inquiries other than from these
offices are forwarded for reply by The Adjutant
Geeneral,

b. Individual personnel files of separated civilian
employees are forwarded to agencies of the Mili-
tary Establishment under the conditions listed
below. Installations will not request individual
personnel files for the purpose of answering
inquiries which cannot be answered from available
files at the installation, but will forward inquiries
for reply direct by Discontinued Projects Branch,
AGO. Files will be returned:

(1) Upon reemployment by War Department
agencies in the continental United States of a
former War Department employee;

(2) Upon return of an employee from outside
the continental United States, provided it is
known or reasonable to believe an individual per-
sonnel file of the employee was forwarded to the
Discontinued Projects Branch prior to the em-
ployee’s departure from the continental United
States or during the employee’s oversea duty;

(3) When it is known or reasonable to believa
that there exists a file in the Discontinued Projects
Branch for War Department civilian personnel
presently employed.
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CHAPTER 5
RETIREMENT, SPECIAL HANDLING, AND DISPOSAL STANDARDS

Section I. GENERAL

24. Scope

a. The preparation of records disposition sched-
ules and the establishment of records depots
and depositories, described in previous chapters
of this manual, constitute essential preliminaries
for the systematic retirement, disposal, or other
bandling of noneurrent files.

b. This chapter contains instructions relat.
irg to the disposition of specified types of files
which are common to more than one of the fol-
lowing command jurisdictions: Army Air Forces,
Army Ground Forces, Army Service Forees, and
oversea theaters and commands,

¢. This chapter does not include instructions
relating to files which are unique only to one of
the command jurisdictions specified above. Such
instructions will be issued by the command
concerned in the form of supplements to this
manual.

d. Subsequent sections of this chapter are
arranged by the function to which the files re-
late,

(1) Each section indicates, as Decessary:

(a) Files of long-time or permanent value:

(b) Specialized types of files which are re-
tired to certain War Department records de-
positories; '

(c) Files requiring specialized handling;

(@) And disposa! standards for files of rela-
tively short-time value, which upon becoming
honcurrent are transferred to the appropriate
records depot or depository and held pending
destruction, or are destroyed at the installation
immediately,

(2) Noncurrent files, other than those spe-
cialized types or for which special handling is
required, will be retired as follows:

(@) War Department Headquarters Files to
the War Department Records Branch, AGO;

(b) T/O Unit Files in continental United
States to the Organization Records Branch,
AGO; and

20

(¢) All other files to the appropriate overseg
or service commiand records depot,.

e. All files of long-time or permanent value
have not been identified. The absence of such
identification, however, does not signify that
there are no additionsa] records that bave suffi-
cient value to warrant preservation, Records
officers, therefore, will destroy only those files
described under the appropriate disposal stand-
ard,

25. Applicebility

a. Instructions contained in subsequent sec-
tions pertaining to retirement and special han-
dling of files apply to all elements of the Wap
Department and Army,

b. Disposal standards are applicable to fles
of all units, posts, camps, stations, and installa-
tions and intermediate headquarters below g
major subordinate command. They are pot ap-
plicable to War Department offices nor to the
headquarters files of major commands and ma-
jor subordinate commands as defined in para-
graph 3, uunless extended to headquarters files in
supplements to this manual prepared at the
direction of the commanding general of 5 ma-
jor command and approved by The Adjutant
General. (The term “headquarters files” is meant
to include only those files growing out of head-
querters functions rather than unit or instal-
lation functions performed at or for headquarters.)
When applicability is extended, disposal standards
will be utilized in preparing records disposi-
tion schedules governing headquarters files of
major commands and major subordinate com-
mands and submitted in accordance with para-
graph 1la. Disposal of records under stand-
ards so utilized, as well as of nonrecords, will
not be delayed pending approval on record
items for which no disposal authority has been
published.

¢. Disposal authority, when applicable, ex-
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tends to files of the types described which are
now accumulating or which have accumulated,
except that groups of files accumulated prior to
1920 which are still in existence will be reported
at once, through channels, to The Adjutant
General who will secure appropriate instructions
as to their disposition from the Archivist of the
United States.

d. The establishment of procedures to place
approved disposal standards into effect is man-
datory for all posts, camps, stations, and instal-
lations in the United States, Exceptions to an
established disposal standard will be made only
on written authority of The Adjutant General.
Requests for such authority will be forwarded
through channels.

¢. Procedures to place approved disposal stand-
ards into effect in oversea commands will be estab-
lished so far as practicable.  When destruction
of a particular class of files is contingent on an
administrative action not required in an overses
command, the commanding general thereof will
report such files to The Adjutant General, recom-
mending an appropriate disposal standard,

f. Disposal standards are established for many
types of records which may or may not be filed
with the general decimal files of an installation,
These standards are applieable regardless of the
filing location of the material.

26. Nonrecord Materials

@. Nonrecord materials will be covered by the
installation’s records disposition schedule and will
be destroyed or salvaged at the installation. In
cases where nonrecord materials are included in
the description of files for which & disposal stand-
ard has been established, such materials may be
disposed of sooner than indicated by the specified
retention period,

b. Accepted categories of nonrecord materials
are as follows:

(1) Surplus copies of War Department and
Army publications except that the following will
not be defined as surplus:

(@) One record set of each series for the issuing
headquarters;

(0) Record sets forwarded to The Adjutant
General as directed by paragraph 17, AR 310-
50,

(¢) A copy of a publication upon which action
is taken by a receiving headquarters and which
therefore becomes an integral part of the files in
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the particular case involved and is filed and
retired or destroyed with other papers in’ the
case.

(d) Examples of War Department and Army
publications are: Army Regulations, Technical
Manuals, Field Manuals, Training Manuals,
Technical Bulletins, Supply Bulletins, Tables of
Organization, Tables of Allowances; published
or processed orders, circulars, mimeographed
memoranda, directives, and other processed docy-
ments; excess stock reports, reports of excess
equipment, and similar reports; and post, camp,
stations, or organization daily bulletins, daily
information sheets, and similar documents,

(2) Publications of other Government agencies,
commercial firms, or private institutions, and
including catalogs, trade journals, and similar
publications unless forming a part of g case
upon which action has been talen.

(3) Extra copies of papers preserved only for
convenience of reference. (See par. 13.)

(4) Papers of trausitory value such as routine
requests for information and publications, tracer
letters, letters of transmittal, and letters directing
the correction of records and reports which, after
receipt or preparation or when action has been
completed, can be discarded immediately or at
the end of a brief suspense period (30 to 90 days)
as being without record value and not needed for
the conduct of future operations. Where transi-
tory papers of this character have been filed with
record material prior to the establishment of a
definite suspense period for their retention, they
will be removed from file as encountered and
destroyed. Such papers thereafter will be main-
tained separately and destroyed periodieally.

(5) Library and museum material acquired
solely for purposes of reference or exhibition,

(6) Papers or cards used to facilitate or control
work in progress, such as—

(@) Job control cards, work sheets, or work
processing sheets; routing slips.

(b) Personal work papers, cards, and rough
drafts,

(c) Statistical tabulating aids such as ma.
chine-punched cards.

(7) Copies of technical materials such as
motion pictures, sound recordings, still photo-
graphs, maps, etc., if one or more copies identical
both in content and in form of recording or repro-
duction are retained for purposes of record,
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27. Sale, Destruction, or Transfer of Records
Authorized for Disposal

a. In accordance with the regulations quoted
below issued by the National Archives Council
&s required by section 2, Public Law 115, 78th
Congress and approved by The President, rec-
ords covered by an approved War Department
disposal standard (or, for War Department of-
fices and headquarters of major commands and
major subordinate commands, records disposi-
tion schedules) will be —

“(1) Sold as waste paper, provided that, un-
less the said records shall have been treated in
such & manner as to destroy their record cop-
‘tent, any contract for sale of them will probibit
their resale as records or documents.

“(2) Destroyed, if they cannot advanta-
geously be sold or if, in the opinion of a respon-
sible officer, destruction is necessary to avoid
disclosure of information that might be preju-
dicial to the interests of the Government or of
individuals, or

“(8) Transferred, without cost to the United
States Government to any State, dependency,
or former dependency of the Unjted States or to
any appropriate educational institution, library,
museum, or historical, research, or patriotic or-
ganization that has made application for them
through the Archivist of the United States.”

b. Attention is dirccted to the provisions of
@ (3) above. Before disposing of local records,
the records officer will consider whether they
may have historical or sentimenta] value to any
organization of the character mentioned in the

Erample:
REPORT OF NO
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regulations. If so, he will notify The Adjutant
General, through channels, describing the ree-
ords and giving the name of ap appropriate offi.
cial of the organization concerned,

c¢. All papers bearing a higher classification
than restricted, when approved for disposal,
will be destroyed in the manner prescribed by
AR 380-5., Other papers will also be destroyed
whenever the quantity in any given lot is in-

sufficient to justify a different method of dis-
position.
d. Noorecord material,  including photo-

graphic material, will be destroyed or sold as
determined by a responsible officer,

28. Reporting

a¢. Major SuBORDINATE CoMmanDps Hpap.-
QUARTERS AND INsTaLLATIONS. Major subordi-
pate command record administrators (except
Headquarters, ASF technical services who will
report as required in § below) and installa.
tion records officers in the cootinental United
States will prepare a quarterly report of files
destroyed as of the last day of December,
March, June, and September. These reports
will be prepared at the installation and com-
mand headquarters where the files are destroyed,
furnishing data required on forms substantially
the same 2s the example below. The report form
will be entitled “Report of Noncurrent Files
Destroyed” (Reports Control Symbol XRM-
161) and will be produced in the field on the
typewriter as required,

NCURRENT FILES DESTROYED

Reporting installation Prepared by Quarter ending
It Volume .
I‘?Im Summary description of elass of files destroyed {file Basic authority
0. drawer)

(Sample entries)
1 Surplus copies of publications—1940-1943. ,

2 Reading files—1945.

3 Post commissary sales officers
lated papers—1942.

4 Informational military 201 papers—1945,

5 Stock record account, vouchers, and related

6 Memorandum receipt file—1943,

WD AGO Form R

6 Par. 66a (1) and (3), TM
12-259,
3 Par. 26a (3), TM 12-259,

accounts, vouchers, and re-

4 Par. 70d (1), TM 12-259.

15 Par. 52¢, TM 12-250.
papers—1942, 15 Par. 81d (1), TM 12-259,

2 Par. §1d (2), TM 12-259.
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(1) The data prescribed for inclusion in the
report form above is designed to assist records
administrators in reviewing the application of
approved disposal standards by subordinate
headquarters. When, in the judgment of the
major command headquarters, the submission
of the report in the detail indicated becomes
no longer necessary, they may authorize head-
quarters under their jurisdiction to omit the
entries and show only the quantity of files dis-
posed of, measured in terms of file drawers.

(2) For volume of material destroyed the
unit of measure will be a legal or letter-size
file drawer (114 linear feet of files) computed
to the nearest one-half drawer.,

(3) These reports will be forwarded as pre-
scribed by the records administrator of the ap-
propriate major command who will forward
to The Adjutant General (ATTENTION : Ree-
cords Management Branch) consolidated sta-

WD AGO Form R-5028
1 March 45
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tistics on the number of reporting installations
and volume of files destroyed,

(4) The consolidated report will he for-
warded in one copy so as to reach The Adju-
tant General not later than the 10th day fol-
lowing the end of the quarter.

b. WAR DEPARTMENT OFFICES AND MAJor
COMMAND HEADQUARTERS. Records adminis-
trators designated for War Department offices,
for headquarters of Army Ground Forces and
Army Air Forces, and for ASF staff divisions
and technical services will prepare a quarterly
report in the form indicated below for file de-
stroyed by or to be retired from offices of the
War Department or the immediate headquar-
ters to which they are attached. This report
will be prepared and forwarded to reach The
Adjutant General (ATTENTION: Records
Management Branch) simultaneously with the
consolidated statistical report for field agencies
required by a(3) above.

REPORT ON RECORDS DISPOSITION
(Reports Control Symbol XRM-186)

Name of agency Prepared by Quarter ending Extension
PartI. Noncurrent files destroyed
Item Volume
No. Summary description of class of files destroyed (file drawers)
(Sample entries)
1 Record Material 25
2 Nonrecord Material 75
Part II. Noncurrent files to be transferred to War Department Records Branch, AGO
Item Volume Intended date
No, Description of files (file drawers) of transfer
(Sample entries)
1 Purchase Action Reports regarding contracts pre- 4 1 Oct, 1945
pared in QM depots, Jul, 1938-Dec, 1941, (U)
2 Procurement Authority Registers showing appro- 2 1 Oct. 1945
priation allocated to Army posts, camps, and
stations, F'Y 1942, (C)
3 Protective Mobilization Plan, 1989, together with 2 1 Oct, 1945
supporting annexes, tabulations, and directives,
1939-40. (0)
4 Reports of Sick and Wounded, WD MD Form 31, 40 1 Oct. 1945

1940. (U)
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Section IIl. CIVILIAN PERSONNEL

29. Permanent Files

Civilian personnel records of the War Depart-
ment and Army which are of long-time or per-
manent value constitute the following:

¢. Individual personnel files indicated below
which, under authority of current War De-
partment directives, are forwarded concur-
rently with the employee throughout his period
of service and upon separation therefrom
are forwarded to the Discontinued Projects
Branch, AGO.

(1) Official personnel 201 files, which con-
sist of all documents affecting in any way the
status of an individual employee throughout
his period of service, except for those papers
required to be maintained in other files.

(2) The individual intelligence files, consist-
ing of classified documents which relate to char-
acter and loyalty investigations and reports on
criminal or arrest cases as defined by current
War Department directives, and other classified
papers filed in the employee’s intelligence file.

(3) Individual medical files which consist of
documents maintained under the Army Indus-
trial Program in accordance with existing War
Department directives,

b. Minutes of committee meetings on civilian
suggestions. When an installation is discontin-
ued, the minutes of committee meetings on
civilian suggestions will be forwarded to the
Civilian Awards Board, Office of the Secretary
of War,

¢. PAY AND LEAVE FILES. (1) Individual

. Earnings Records and related recapitulations
and summary controls which, under authority
of current War Department directives, are for-
warded to appropriate Army Regional Account-
ing Offices on or before 30 April following the
close of each calendar year, or when an installa-
tion is discontinued.

(2) Documents contained in the Employee
Pay Roll File—Employee’s Income Tax With-
holding Exemption Certificate, Statement of
Civil Service Retirement Deductions Withheld,
master leave record, and documents maintained
in the Employee Pay Roll File which should
have been filed in the official personne] 201 file.
These documents will be withdrawn from the
Employee Pay Roll File prior to the destruction
of this file as provided in paragraph 32, and

forwarded to the Discontinued Projects Branch,
AGO.

(3) Retained copies of certifying officer pay
rolls other than those maintained in conjunc-
tion with the Individual Earnings Records.

d. Wage Administration Program files of the
War Department which include locality wage
survey board files, job analysis records, ladder
diagrams of job evaluations, approved requests
for night shift differential rates, correspond-
ence or other papers related thereto. ’

e. Other civilian personnel files of long-time
or permanent value. Civil Service certificates
or lists of eligibles; organization charts (one
complete set) and position descriptions; cor-
respondence files, the disposal of which is not
authorized in paragraph 32; and files relating
to the organization, planning, and evaluation
of the civilian training programs.

30. Retirement of Pay Files

@. DISCONTINUED INSTALLATIONS. Pay files in
the custody of certifying officers, such as Em-
ployee Pay Roll Files, retained copies of vouch-
ers, and bhond issuance schedules, are retired to
the appropriate Army Regional Accounting
Office, concurrently with the Individual Earn-
ings Records and related summary controls, as
directed by Civilian Personnel Regulations.

b. ACTIVE INSTALLATIONS, Pay files for a
given year are current files until completion of
audit of the pertinent files by the General Ac-
counting Office. On completion of the audit and
after elimination of such papers authorized for
destruction in accordance with standards estab-
lished by paragraph 382, the remaining pay files
will be held by the installation pending issu-
ance of further War Department instructions,

31. Handling of Personnel Files of Other
Agencies or Organizations

a. The file of civilians (other than employees
of the War Department and Army and persons
rendering voluntary service to the War Depart-
ment under the provisions of WD CP Circu-
lar 53, 1944) such as those of the individuals
connected with the American Red Cross, United
Service Organizations, camp shows, nonappro-
priated fund activities and comparable activi-
ties will be retained with the files of the unit
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or installation which created and accumulated
them, and will be retired with the latter to the
appropriate service command or oversea rec.
ords depots,

6. The files of Qivil Service Local Labor and
Rating Boards, exclusive of personnel files of
War Department employees assigned thereto,
are records of the Unijted States Civil Service
Commission, and disposition of such files will
be in accordance with instructions of that agency,

32. Disposal Standards

@. GENERAL, Civilian bersonnel files of the
War Department and Army of temporary valye
consists of certain fleg in the following groups:
1) administrative; (2) appointment and place-
ment; (3) deferment; (4) employee relations;
(5) pay and leave; (6) suggestions and awards;
and (7) training,

b. ADMINISTRATIVE, (1) Civilian Personnel
Action Request (WD Form 72),

Destroy operating office CoOpy upon com-
pletion of action.

(2) Position Record Card (WD Form 75 or
754).

Destroy when
canceled, )

(3) Service Record Card (WD Form
764),

Destroy 6 years after transfer or sepa-
ration of employee or when the installa-
tion is discontinued, whichever js sooner,

(4) Employee Record Card (WD Form 80 or
804).

Destroy upon transfer or separation of
employee,

(5) Request for War Department Civilian
Employee’s Record (WD Form 90),

Destroy upon receipt of record.,

(6) Personnel Aection Processing Control or
Check Sheets which consist of cards op forms
showing step by step processing of employee,
lists of personne] actions processed, and similar
papers used to control work in progress,

Destroy after 3 months,

(7) Prejudicial materia] which, upon com-
pletion of investigation, ig unsupported by ade-
quate evidence,

Destroy upon transfer or separation of
employee from station at which investj.
gation originated,

(8) Recurring Reports (retained copies) the
disposition of which is not otherwise specified
AGO 25954

position is reclassified or
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herein, such as: Daily Employees Development
Report, Personne] Strength Report, Report on
Consultants and Experts, Report of Current and
Anticipated Employment,

Destroy after 1 year,

¢. APPOINTMENT anD PraceEMENT, (1) Re-
jected Applications for Employment (other than
copies received from Civil Service Commission)
including records accumulated on persons who
were processed for employment, but failed to
report to duty.,

Destroy after 1 Year or when installg-
tion is discontinued, whichever is sooner,

(2) Identification Files (Individual), such as
requests for, authorizations, receipt and sup-
render of badges, photographs, or passes; lost
or destroyed badges, photographs, or passes;
and other similar papers, including card files.

Destroy upon transfer or separation of
employee, or when the installation ig
discontinued, whichever i3 sooner,

(8) Letter of Inquiry Regarding Availability
of Appointee or telegram used in liey thereof
and related papers.

Desttoy 3 months after appointment of
eligible. (If the eligible declines or is
not appointed, destroy retained copies 3
months after the completed certificate
or list of eligibles and related papers are
returned to the Qjivil Service Commis-
sion.)

(4) Notice to employee of efficiency rating
(retained copy). Inspection file,

Destroy when subsequent notice ig placed
in file or after Separation of employee
from the jurisdiction of the employing
installation. Destroy entire file when the
installation is discontinued,

(5) Notice to employee of efficiency rating
(retained copy). Follow up file on fair and/or
unsatisfactory efficiency ratings.

Destroy upon completion of action,

(6) Occupational shills lists, registers, and
similar records,

Individual-—destroy upon separation or
transfer of employee, Other—-destroy
when obsolete or when installation 15

discontinued.
(7) Appointment and  placement interview
records,
Destroy upon transfer or separation of
employee.

d. DEFERMENT (REGIONAL DErFERMENT Cop-
MITTEES). (1) Sclective Service  Deferment
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Files, pertaining to individual employees, such
as draft status cards, requests for deferments
and action taken thereon, affidavit, occupational
clagsification, and similar records,
Destroy 6 months after a case is closed,
that is, when an employee is separated
from service, ftransferred, a request for
deferment expires and no additional re-
quest for deferment is made,

(2) Selective Service deferment records, other
than records of individual employees, such as War
Department Replacement Summary (List of Jobs-
Selective Service Status of Workers), War De-
partment Replacement List, War Department
Replacement Schedule, and similar records.

Destroy after 6 months,

" e. Emrroves RErations. (1) Recreational Re-

ports, such as Monthly Recreational Statistical

and Narrative Reports, report of funds and monies,

reports of employee separations and allied papers.
Destroy 6 months after termination of war,
or when the installation is discontinued,
whichever is sooner.,

{(2) Monthly Report of Civilian Pex;sonnel Sepa-~
rations and Exit Interviews made for the purpose
of analyzing causes for personnel turnover,

Destroy 6 months after termination of war,
or when the installation is discontinued,
whichever is sooner.

(3) Personnel Counselor’s Periodic Interview
Summary or Reports and allied papers, including
Counselor’s Summary Record.

Destroy after 2 years or when the installa-
tion is discontinued, whichever is socner,

(4) Individual Counseling and Exit Interview
Records. (These records are of a personal and
confidential nature and are not to become a part
of the employee’s personnel 201 file.)

Destroy 6 months after transfer or separa-
tion of the employee, or upon discontinu-
ance of the counseling office or installation,
whichever is sooner,

(5) Group Hospitalization Records such as:
Monthly Invoices, Report of Group Hospitaliza-
tion Collections, Lists of New Applicants for
QGroup Hospitalization, Group Hospitalization
Receipt Slips, and similar papers.

Destroy after 1 year, '

{6) Housing: All papers and documents meain-
tained by civilian personnel offices pertaining to
activities engaged in securing housing and room-
ing accommodations for personnel.

. Activities,
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Destroy after 1 year, or when no longer
needed for reference.

(7) Employee’s Recreational Activity . Card.
Destroy upon transfer or separation of the
employee.

(8) Processed publications, correspondence, in-
dices and related papers pertaining to recreational
educational programs, health, Red
Cross and  similar activities, maintained for
reference purposes.

Destroy on supersession, or when obsolete,
or when the installation is discontinued,
whichever is sooner.

7. Pay axp Lzave. The destruction of files
relating to pay and leave, in many instances, is
contingent on audit by the General Accounting
Office. 'The files listed below have been approved
for disposal by that office after the time periods
specified. For files involved in General Account-
ing Office audit created prior to. 1 January 1943,
disbursing officers will furnish, on request of the
civilian personnel certifying officers, information
as to whether pertinent accounts bave been
audited and final settlement made of all exceptions.
For files involved in the General Accounting
Office audit after 1 January 1943, regional repre-
sentatives of the Office of the Fiscal Director are
instructed to motify civilian personnel certifying
officers when the audit for & specified year has
been completed and, also, of any formal excep-
tions taken thereto. Inquiries regarding the
status of the audit will not be addressed to the
Office of Regional Representatives. This infor-
mation will be forwarded to the appropriate
certifying officer when received from the Army
Audit branches of the General Accounting Office.
The following files are approved for disposal, ex-
clusive of such documents when forming a part of
g disbursing officer’s accounts or specific docu-
ments when related to an unsettled claim.

(1) Transmittal letters for Individual Earnings
Records.

Destroy after 1 year.

(2) Working papers used in the preparation of
pay rolls such as control ledgers, work sheets, pay
roll cards, and similar papers.

Destroy after 1 year, or when obsolete.

(8) Requests for authority to travel, travel
orders, shipment of household goods and related
papers, excluding travel orders and related papers
which also served as a personnel action.

Destroy after § years.
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4) Job Cards prepared by manufacturing

arsenals, depots, and similar installations, ezcept

when used for leave purposes,
Destroy after audit of pertinent Individual
Famings Records and/or pay roll records
by the General Accounting Office, provided
job cards which relate to a General Ac-
counting Office exception will be retained
until final settlement of the exception,

(5) Pay rolls and pay roll certifications (re-
tained copies). WD Forms 44b and 44¢ which
are prepared in conjunction with the Individual
Earnings Records. :

Destroy after audit of pertinent Individual
Earnings Records by the General Account-
ing Office, provided retained copies of pay
rolls and pay roll certifications which relate
to 8 General Accounting Office exception
will be retained until final settlement of
the exception.

(6) Pay Roll Certification Control and related
papers.

Destroy when retained copies of related
pay rolls are destroyed.

(7) Public Voucher for Refunds (Memorandum
Copies) and related papers.

Destroy after audit of pertinent Individual
Earnings Records and/or pay roll records
by the General Accounting Office, provided
Public Voucher for Refunds which relate
to aGeneral Accounting-Office exceptionwill
be retained until final settlement of the
exception, '

(8) Voucher for Adjustments between Appro-
priations and/or Funds and related papers.

Destroy after audit of pertinent Individual
Earnings Records by the General Account-
ing Office, provided Vouchers which relate
to & General Accounting Office exception
will be retained until final settlement of
the exception,

(9) Pay Roll File (Employes), of civilian per-
sonnel who have transferred to the jurisdiction
‘of another certifying officer or who have been
separated from service, except the Jollowing docu-
ment: Employee’s Income Taz Withholding Ex-
emption Certificate, or Statements of Civil Serciee
Betirement Deductions Withheld, master leave record,
and documents which showld have been maintained
in the official personnel 201 Jile,
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Destroy after audit of pertinent Individual
Earnings Records by the General Account-
ing Office provided each Employee Pay
Roll File which relates to a General Ac-
counting Office exception will be retained
until settlement of the exception.

(10) Individual Earnings Records Summary
Control and Summary Control Recapitulation
(retained copies).

Destroy when retained copies of related
pay rolls and pay roll certifications are
destroyed.

(11) Pay Roll Adjustment Schedule and re-
lated papers.

Destroy when retained copies of related
pay rolls are destroyed.

(12) Pay tables to supplement official Govern-
ment salary tables,

> Destroy when obsolete, provided one com-
plete set will be retained until the Indi-
vidual Earnings Records and/or pay roll
records for the period during which the
pay tables were in effect have been audited
by the General Accounting Office.

(13) War Savings Bond Control and Recapitu-
lation Bond Control. . ‘

Destroy 1 year after the bond account has
been placed in balance with the Special
Deposit Account of the Disbursing Officer
" concerned. .
(14) Receipts for War Savings Bonds.
Destroy after 1 year. S

(15) Reports, War Savings Bonds, such as
Monthly Reports of War Bond Deductions, Re-
port of Bond Purchases, Bond Participation
Report, and similar reports.

Destroy after 2 years.

(16) Bond Issuance Scheduls.

Destroy after the bond account has been
placed in balance with the Special Deposit
Account of the Disbursing Officer con-
cerned.

(17) Public Voucher for Refunds of War Bond
deductions (Memorandum Copy) and related
papers. ,

Destroy after the bond account has been
placed in balance with the Special Deposit
Account of the Disbursing Officer con-
cerned. '
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(18) Notice of Exceptions (Standard Form
1100).

Destroy after final settlement of excep-
tion.

(19) Return of Income Tax withheld on Wages
(Form W-1 and earlier forms) and Recouciliation
of Quarterly Returns of Income Tax Withheld on
Wages (Form W-3 and earlier forms). (Retained
copies.)

Destroy after 3 years.

(20) Schedule of Transfers—Special Deposits,
relating to Deceased and Mentally Incompetent
Personnel, and related papers.

Destroy after 5 years.

(21) All time and leave files, ercept master
leave records (Standard Form 70 or 70a or earlier
Jorms wused for the same purpose).
time and leave files will include foremen’s time
reports, sign in and sign out reports, time cards,
job cards on which leave data was maintained,
and similar documents.

Destroy 2 years after closing the leave
record or after completion of audit of the
pertinent Individual Earnings Record and/
or pay roll records by the General Account-
ing Office, whichever is later.

9. SuGGEsTIONs AND Awarps. (1) Summary
Reports of civilian suggestions and awards.

Destroy after 1 year.

(2) Monthly consolidated reports of civilian
and military suggestions, monetary and non-
monetary awards.

Destroy after 2 years or when the installa-
tion is discontinued, whichever is sooner.

(3) Employee’s rejected and approved sug-
gestions,

Disposable .
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Destroy 5 years after final action on sug-
gestion.

(4) Requisitions for civilian service emblems,
excluding copies maintained by the Quartermaster
Depots,

Destroy upon receipt of material requi-
sitioned,

(5) Control or register of employee suggestions
received.

Destroy after 5 years or when the installa-
tion is discontinued, whichever is socner.

(6) Control Files for determining eligibility or
award of civilian service emblems.

Destroy upon transfer or separation of
employee, or when the installation is dis-
continued, whichever is sooner.

h. TramNiNG. (1) Monthly, quarterly, or con-
solidated statistical and narrative reports of
orientation, in-service, or preservice civilian train-
ing.

Destroy after 2 years.

(2) Classroom and instructors’ records per-
taining to civilian training, such as daily at-
tendance records, classroom examinations, and
other similar classroom working papers.

Destroy after 2 years or when the installa-
tion is discontinued, whichever is sooner.

(3) Visible index ond locator files to individual
civilian training progress and history card records.

Destroy on supersession, or when obsolete.

(4) Record of Training (WD Form 88) and
similar records.

Destroy operating office copy after posting
to Record of Training (WD Form 80).

Section lIl. COMMUNICATIONS OPERATIONS

33. Disposal Standards

a. Records relating directly to the operation
of message centers, which transmit and receive
telephonic, telegraphic, radio, and other mes-
sages, involving papers of the type: original
sent messages and copies of received messages,
when record copies are maintained in other files;
relayed messages; service messages; message
skeletons, commercial messages, ezcept those han-
dled by the Alaska Communications System; opera-
tor's number sheets; message registers, operator’s

logs; performance reports, interference and trouble
reports; maintenance work orders; records of
channel load; speed of service reports; frequency
logs; urgent and operational priority logs; equip-
ment service logs; daily load reports; record of
multiple address and book messages handled;
telephone toll tickets.
Destroy after 6 months,

b. Telephone, telegraph, and teletype ac-

counts, including public vouchers, vendor’s in-
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voices, correspondence, supporting and relating
papers.
Destroy after 3 years.
¢. Telephone Work Order Files, including

Section |V,

34, Definition

The term financial files covers all documents
accumulated in budgeting, accounting, disburs-
ing, collection, adjustment, and auditing ac-
tivities for appropriated and nonappropriated
funds, and including auditing and adjustment
activities in connection with property accounts.

35. Permanent Files

a. Budget records, such as accounting records
concerning the preparation and defense of
budget estimates, including statistical and ac-
counting analyses, correspondence, reports, and
other papers relating thereto, and financial
records, other than those specified below in this
section, will be retained.

b. Disbursing and agent officer’s retained
money accounts will be centralized at one rec-
ords depository in accordance with instructions
issued by the Fiscal Director, Army Service
Forces.

¢. The centralization of financial records of
long-time or permanent value which relate to
procurement transactions will be as provided
by paragraph 67.

d. Historical records (applicable to Army
Exchange Funds only): records constituting
evidence of the establishment of the exchange,
exchange council books, evidence of liquidation
or combination or any other major change in
organization and operations including financial
statements relating thereto, and records relat-
ing to the construction of buildings paid for
out of exchange funds, including pertinent cor-
respondence,

36, Disposal Standards

@. APPROPRIATED FUNDS FILES. (1) Control
Accounting Records which concern the admin-
istration of suballocations of War Department
funds, including: advices of suballocations and
changes thereto; detail and summary accounts;
reports, ledgers, journals, registers, reference
devices, correspondence, analyses, reconcili-
ations, and related papers pertaining to the
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work orders, service orders, requests for serv-
ice and changes, and comparable papers.
Destroy after 6 months.

FINANCIAL

disposition and use of suballocations—except
those records relating to lend-lease, reciprocal
aid, and civilian supply transactions, and ex-
cepting class IV installutions of the Office of
the Fiscal Director, Army Service Forces.

Destroy 2 years after lapse of appro-
priaticn: or in cases where the records
are bised on continuing appropriations
(that is, those which are available for
obligation until a designated purpose is
accomplished without restrictions as to
time), destroy 5 years after the date
thereon.

(2) Control Accounting Records which con-
cern the administration of allotments and sub-
allotments of War Department funds, includ-
ing: advice of allotments; procurement authori-
ties; purchase authorizations and authorities to
obligate, and changes thereto; detail and sum-
mary account, reports, ledgers, journals, regis-
ters, reference devices, correspondence, analy-
ses, reconciliations, and related papers pertain-
ing to the disposition and use of allotments, and
similar instruments, except those records re-
lating to lend-lease, reciprocal aid, and civilian
supply transactions, and excepting class IV in-
stallations of the Office of the Fiscal Director,
Army Service Forees.

Destroy 4 years after the fiscal year for
which the allotments or similar instru-
ments are available for obligation; or in
cases where records are based on con-
tinuing appropriations (that is, those
which are available for obligation until
a designated purpose is accomplished
without restriction as to time), destroy
b years after the date thereon.

b. NONAPPROPRIATED FUNDS FILES. (1) Cen-
tral Post Fund files and the records of funds
comparable thereto, specifically Headquarters
Funds, Unit Funds, Post Trust Funds, Post
Communication Service Accounts, Special Wel-
fare Funds, Officers’ Mess Funds, Officers’
Clubs, Aviation Cadet Messes, Aviation Cadet
Cluba. Noncommissioned Officers’ Clubs, Post
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Mess Funds as defined in AR 210-60 and not
individually listed herein, Sundry Funds as de-
fined in AR 210-50 and not individually listed
herein, Religious Funds, Post Restaurants as
defined in AR 210-100, Post Civilian Welfare
Funds, Hospital Subsistence Accounts, Camp
I'risoner of War Funds, and Camp Morale
Funds, except records of the Army Emergency
Relief Funds.

(a) Accounting Records, such as general
ledgers, accounts receivable ledgers, accounts
payable ledgers, cash disbursement ledgers, pay
roll journals, company council books, cash re-
ceipts and disbursement rec: ds, loan ledgers,
control ledgers, property rec »ds, check regis-
ters, invoice registers, and warehe 13e journals
—except such records on the basis of which a
civil claim, criminal action, or military disci-
plinary action has been nitiated in connection
With an entry or omission of an entry.

Destroy 8 years after date of last audit
involving such records.

(b) Supplementary Fund Records, such as
financial statements; minutes of council, can-
celed checks, bank statements, and deposit
slips; petty cash vouchers; Insurance policies;
vendor’s vouchers; purchase orders; contracts;
recelving reports; tally slips and delivery slips;
audit certificates; inventories; personnel rec-
ords; reports of Boards of Officers indicating
action taken, and recommendations made by the
commanding officer; carbon copies of checks;
memorandum cash records; and pertinent cor-
respondence relating to such records—except
such records on the basis of which a civil claim,
criminal action, or military disciplinary action
has been initiated in connection with an entry
or omission of an entry.

Destroy 8 years after date of last audit
involving such records.

(e) Account Records and Supplementary
Fund Records, as defined in (a) and (&) above,
when such records constitute the basis for inj-
tiating a civil claim, criminal action, or military
disciplinary action in connection with an entry
or omission of an entry.

Destroy after the disposition of the
claim, criminal action, or military disci-
plinary action, providing the applicable
time period specified under (a) and (b)
above, has lapsed.

(2) Army Exchange Fund Files, and Book
Department Funds at Service Schools, and in-
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cluding Army Exchange Distribution Center
records.

{(a) Records relating to transactions with
other Government agencies and employees, and
nongovernmental organizations and individuals,
such as general ledgers and Journals, direct
purchase journals, purchase journals, and all
other books of original entry, accounts recejv-
able ledgers, fixed assets records, investment
records, insurance registers, accounts payable
ledgers, purchase orders, manager’s consoli-
dated reports, petty cash vouchers, petty cash
summaries, personnel earning records, person-
nel earning history cards, other personnel rec-
ords, canceled checks, bank statements, vendor’s
invoices with attachments, customer’s charge
and credit slips, charge backs, personnel injury
records; insurance policies; contracts and per-
tinent correspondence, concession contracts, de-
mands for cash, garnishment demands, releases
and quittances in controversial matters, and
correspondence relating to taxation, claims,
litigation, losses of funds or property and legal
opinion~—except such records on the basis of
which a civil claim, criminal action, or military
disciplinary action has been nitiated in conmec-
tion with an entry or omission of an entry.

Destroy after 6 years.

(b) Records relating to transactions within
the Army, such as financial statements other
than those indicated in paragraph 354, certifi-
cates of inventory officers, reports of auditing
officers, reports of Boards of Officers indicating
action taken and recommendations by the com-
manding officer, and all official documents evi-
dencing transactions which under the provi-
sions of AR 210-65 require the approval of the
commanding officer or the commanding general
of the service command—except such records
on the basis of which a c¢ivil claim, eriminal
action, or military disciplinary action has been
mitiated in connection with an entry or omis-
sion of an entry.

Destroy after 3 years.

(¢) Records relating to interna] operations,
such as retai] department’s warehouse and
transfer journals, cost department’s warehouse
and transfer Journals, manager’s daily reports,
combination requisition and warehouse in-
voices, returned or transferred merchandise
vouchers, clerk’s reports, service station re-
ports, branch manager’s or cashier’s reports,
price change vouchers, consolidated summaries
of inventory, inventory summaries, inventory
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sheets, stock record cards, department cost per-
centage work sheets, branch departmental sales
analysis, sales accountability records, receipts
for coupon books issued in bulk, statements of
enlisted men’s notes and coupon bools, requests
for credit terms, copies of distribution of profit
letters, carbon copies of checks, and memoran-
dum cash records, and all other supplementary
records and forms—except such records on the
basis of which o civil claim, criminal action, or
military disciplinary action has been initiated
in connection with an entry or omission of an
entriy.

Destroy after 1 year; or destroy imme-

diately at the time of liquidation, provid-

ing the fund has had a terminal audit

and all discrepancies noted during such
audit or previous audits have been sat-
isfled.

(d) Records defined under (a), (b), and
(c) above, when such records constitute the
basis for initiating a civil claim, criminal ac-
tion, or military disciplinary action in connec-
ton with an entry or omission of an entry.

Destroy after the disposition of the
claim, criminal action, or military dis-
ciplinary action, providing the applicable
time periods specified under (a), (b),
and (c) above, have elapsed.

(3) Army Motion Picture Service Files. (a)
Standard Army Motion Picture Service Rec-
ords, such as station notifications, weekly finan-
cial statements, film inspection reports, ticket
cashier’s daily report, assistant manager’s re-
ports, and correspondence concerning such rou-
tine matters as presentation of programs,
cancelation of showings, film schedules, and
condition of film.

Destroy 6 months after audit and clear-
ance by or for the commanding general
of the service command, or commanding
general of the department and any other
command outside the continental United
States served by USAMPS.
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(b) Local Bookkeeping Records, such as un-
numbered bookkeeping forms used locally, in-
cluding coupon book certificates, cash disburse-
ment books, control of cash receipts, coupon
book control accounts, reconciliations of cash,
and shuttle service vouchers.

Destroy 6 months after audit and clear-
ance by or for the commanding general
of the service command, or commanding
general of the department and any other
command outside the continental United
States served by USAMPS.

¢. Property Auditors Files, consisting of such
papers as copies of certificates of audit, work-
ing papers, and copies of shipping documents,
receiving reports, purchase orders, and similar
documents.

Destroy 1 year after clearance of the
accounts to which the files pertain.

d. Report of Survey Files, consisting of re-
viewed reports of survey, records of action
taken, except such of the foregoing that per-
tains to lend-lease, reciprocal aid, and civilion
supply; pertinent correspondence, follow-up
systems, control and reference devices, reports,
copies of Boards of Officers’ proceedings in-
volved in property settlements, and other
papers pertinent thereto.

Destroy 3 years after clearance has been
issued.

e. Audit Certificate Files, consisting of re-
tained copies of audit certificates, records of
action taken in clearing discrepancies, perti-
nent correspondence, follow-up systems, con-
trol and reference devices, reports, copies of
Boards of Officers’ proceedings involved in
audit matters and other papers which relate to
audits conducted by the office or reported to the
office (for example, military property, commis-
saries, civilian pay rolls, ete), except those files
relating to the audit of contract property ace
counts, ’

Destroy 8 years after clearance has been
issued,

Section V. HISTORICAL

37. Permanent Files
a. The files of historical offices and officers

which are of long-time or permanent value con-
sist of retained copies of historical studies and
reports; administrative files, including corre-
spondence of the historical office or officer; and

records which have been collected or maintained
as source material, such as: transcripts of in-
terviews; journals or diaries kept by the his-
torical office or officer; maps, charts, and statis-
tical or other compilations prepared by the his-
torical office or officer; special collections of
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copies of policy directives and correspondence
of exceptional importance; clippings and photo-
graphs.

» 0. Documents wi]] not be removed from their
proper files for inclusion in or the creation of
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a special “historica] file,” or for attachment to
historica) studies or reports. - Copies of docu-
ments of exceptional importance may be made
for these purposes,

Section VI. LEGAL ASSISTANCE

38. Definition
Files accumulated in the operation of the Legal

Assistance Service constitute documents relat.
ing to the furnishing of legal advice ang as-
Sistance to military personnel and their de-
bendents, and, although rendered by or through
the Army, pertain to personal legal problems,

39. Special Handling of Files

Documents contained in case files, such ag
original or executed copies of wills, powers of
attorney, deeds, mortgages, and othey legal in-
struments and original correspondence main-
tained in legal assistance offices, while not of
primary or bermanent interest tq the Army,
may be of persona] value to the individual on
whose behalf they were brepared, received, or

sistent with the attorney and client relation-
ship, and in accordance with pertinent War
Department directives, providing that the case
files pertaining to Persons consulting g legal
assistance office will be treated as “confidentia]
and privileged” in g legal sense. Any papers
which the legal assistance officer considers im-
portant or valuahle to the individua] and which
have serveq the purpose for which the legal
assistance officer obtained custody, will be de-
livered to such individua] or to others at his
direction, or if this is not possible, will be dis-

posed of as the legal assistance officer may deem
Pbroper in particular instances, A record of the
disposition made of such papers will be placed
in each case file, If none of the Toregoing meth-
ods of disposition are possible, the case files
containing such Papers, when forwarded to a
records depot upon Inactivation of legal as-
sistance office, will be marked “Privileged Per-
sonal Case Files” and the contents of such case
files 50 marked will not he revealed to anyone
except upon the authorization of the service
command judge advocate,

40. Disposal Standards

a. Correspondence and memoranda except
legal assistance materials received from the Of-
fice of the Judge Advocate General and other
than papers identified qs permanent materig]
above; opinions, and copies of legal instruments
prepared or received in legal assistance offices,
and pertaining to the bersonal affairs of mili-
tary personne] or their dependents, which have
served their purpose and have no continuing or
bermanent value,

Destroy 2 years after the case or matter
has been finally completed,

b. Copies of reports rendered by legal as-
sistance offices to higher headquarters, having
no continuing valye,

Destroy after 1 year, or upon discon.
tinuance of the office,

Section VII, LIBRARY SERVICES

41. Permanent Files
Control records retained by libraries as finding

aids or guides, or for Oberational purposes,
constitute g type of record distinet in many re-
Spects from' contro] records used for other
Operational purposes, Card indexes, accession
records, or similar controls to volumes or doc.
uments will, normally, be retained throughout
the life of library,

42. Disposal Standards
a. Library Control Files, when not constitut-

ing finding media Or accession controls essen-

files, loan cards for unclassified bublications,
and card files of magazines received.
Destroy on supersession, or when obso-
lete,
b. Library reports,
Destroy after 3 years,
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Section VIIl. MAIL AND FILES ACTIVITIES

43. Permanent Files

Correspondence files (decimal, subject, numeri-

cal, or similar types) at headquarters offices, or of

major units thereof, frequently contain papers of
research value and should he retained Permanently,
Papers of this type cap be defined, in general
terms, as recommendations on policies, indica-
tions as to progress and performance, and plan-
ning and procedural matters. and include papers
of the type: record copies of directives, regula-
tions, or other Processed issuances; surveys and
reports of operations and procedures; correspond-
ence, studies, reports, and charts and graphs on
organizational structure, functions and opera-
tions, and Procedures; and correspondence and
memoranda relating to or constituting background
papers to such studies and reports. Other types
of correspondence of Permanent value consist of
those dealing with significant relationships be-
tween the Army and other Government agencies
or private firms and individuals, Disposal author-
ity as specifically indicated in this chapter, how-

ever, will be construed ag applicable to the types

of files specified, whether or not filed under the
decimal system,

44. Disposal Standards

a. Mail Contro] Records, such ag routing and
suspense slips, delivery receipts, logs of incoming
and outgoing mail, records of messenger trips, ez-
cept records of delivery of registered and insured
mail, and receipts Jor classified documents,

Destroy after 3 months.,
6. Mailing Lists and Addresses,
Destroy on supersession, or when obsolete,
¢. Classified Document Receipts, which reflect
the issue and acknowledgement of receipt of
classified documents, such as WD AGO Form 996
and similar forms,
Destroy after 2 years,

d. Postage Stamp and Moeter Records, inchud-
ing issue slips, vouchers, and inventories,

Destroy after the audit and clearance of
related property account,

e. Registered document receipts, which reflect
the issuance of semiannual or transfer report of
registered docurments (or devices) such as WD
Form 34 and similar forms,

Destroy when the
longer required,

(See also pars. 61 and 62.)

accountability is no

Section IX, MAINTENANCE

45. Disposal Standards

a. Repair Shop Job Order File, consisting of
work requests and job orders, job orders file
envelopes, transfer memoranda, rejection memo-
randa, property issye slips, property turn-in slips,
labor time tickets, and related papers, including
job order registers (WD AGO Forms 811, 811-1,
827, 829, 447, and 828; WD QMC Forms 502 and
506; and similar forms), ezclusie of: (a) such
records of maintenance performed in connection
with contracts; () post engineer Job order files;
(¢) maintenance records of installations of the Army
Air Forces and Chaef of Transportation, other than
for vehicular and signal equipment,

Destroy after 1 year.

6. Maintenance Reports, made in connection
with the maintenance and repair of equipment
and of maintenance shop operations, and papers
related thereto, excluding such reports in connec-
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tion wnth maintenance operations of post engineers,
and of installations of the Office of the Chief of
Transportation and the Army Air Forces.
Destroy after 1 year,
¢. Property Accounting Records relating to
repair shop supply, consisting of stock record
cards, property turn-in slips, property issue slips,
and other papers as set forth in AR 36~6700,
which are either g section of the accountable
officers’ stock record account or are subsidiary
thereto (but excluding contract Property accounting
records as defined in AR 36-6700).
Destroy 2 years after audit and clearance
of accountable officers’ stock record ac-
count.
d. Shop Locator, Inventory, or Identification
Cards, Sheets, or Tags.
Destroy on supersession, or when obsolete,
. whichever is applicable,
(See also pars. 55 and 56.)
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Section X. MANAGEMENT AND CONTROL

46, Permanent Files

Records that will be retained consist of special
surveys and studies on administrative and or-
ganizational policies and procedures; work
simplification surveys and studies; fupctional
files of local forms, with supporting papers,
maivtained for purposes of forms control and
standardization; and organization and function
charts, maps, and tables,

47. Dispesal Standards
a. Organization and function charts, maps,
and tables, except for one record set for the tssuing
office.
Destroy as superseded, or upon discon-
tinuance of activity, whichever is sooner.,
b. Work simplification, personnel control, forms

control and standardization, and similar periodic

control reports,
Destroy after 2 years, or upon discontiny.
ance of activity, whichever is sooner,

¢. Records maintained for purpose of exercising

control over submission of recurring reports,
Destroy when report is discontinued, or
upon discontinuance of activity, whichever
is sooner,

d. Records accumulated in the conduct of the
records administration program such as, quarterly
reports of records destroyed, records disposition
schedules, indices for contro] purposes, publica-
tions, work sheets, records depot progress reports,
retained copies of notice of records received and
shipped.

Destroy after 2 years, as superseded, or on
discontinuance of activity, whichever, is
sooper, except that current records dis-
position schedules of an installation to be

+ discontinued will be forwarded to appro-
priate records depot with the records of the
installation, ’

Section XI. MEDICAL, DENTAL, AND VETERINARY

48. Permanent Files
a. Medical records of permanent value retired,

when nopcurrent, to appropriate service command
records depots, overses records depots, or Organ-
ization Records Branch, AGO, as applicable,
constitute field medical records as defined in AR
40-1025; monthly report of venereal disease;
monthly sanitary report; monthly and yearly
reports of out-patient and in-patient consultations;
€ye, ear, nose, and throat examinations ; register
cards (WD AGO Form 8-24, or similar forms);
reports of death (WD AGO Form 52 and similar
forms); blood donor records ; files of experimental
and research work and individual records of sub-
jects Participating therein; biopsy and autopsy
reports on pathological examination of tissue;
autopsy protocols; historical record of stock cul-
ture collection; and subject and correspondence
files.

b. Crinicar Fiies. All official forms or charts,
or papers used in lieu thereof, on which are kept
the medical and surgical histories of patients
admitted to military hospitals, including allied
documents filed therewith, as disposition board,
retirement board, line of duty board, CDD board
proceedings, together with related indexes and
registers, constitute the basic clinical files of

permanent value, Military hospitals will trans-
fer existing and future accumulations of non-
current clinical records to Clinical Records
Branch, AGO, in accordance with the provisions
of War Department Pamphlet 12-14 (Centrali-
zation, Maintenance and Servicing of Noneurrent
Clinical Records).

49, Files Specially Handled—Exposed
Medical X-ray Films

@. The disposition of exposed medical X-ray
films by active Army medical installations, in-
cluding hospitals, dispensaries, and induction
stations will follow procedures prescribed in
current directives,

b. When a hospital is closed exposed X-ray
films remaining in its Possession (that is, other
than those categories prescribed for special
handling (a above)) and copsidered to be of
unusual scientific or historical interest will be
indexed and transferred to the appropriate records
depot. All other films will be discarded for

_salvage,

50. Disposal Standards

@. GENERAL. The disposal standards estab-
lished below are applicable to hospitals, dis-
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bensaries, medical laboratories, and comparable
activities at other installations, but exclusive
of records which form a part of the clinical rec-
ord of an individual, and in the case of docu-
ments and reports required to be submitted to
Headquarters, Army Air Forces or Army Sery-
tce Forces, disposal authority is Wmited to the
retained copies thereo f.
b. ADMINISTRATIVE,
weekly (letter form),
Destroy after 1 year. :
(2) Admission and disposition .sheets, con-
trol sheets, clearing reports.
Destroy after 1 year,
(3) Monthly report of clinies,
Destroy after 1 year.,
(4) Communicable disease report.
Destroy after 10 years., .
(5) Dispensary reports (daily, weekly,
monthly), except when including rosters of pa-
tients. .
Destroy after 1 year.
(6) Individual injury report on military per-
sonnel (WD AGO Form 507 or similar forms).
Destroy after 1 year.

(1) Accident report,

(7) Monthly injury summary report (WD'

AGO Form 508, or similar forms).
Destroy after 1 year.

(8) Immunization Registers (duplicate)

(WD AGO Form 8-117, or similar forms),
Destroy after 2 years.

(9) Inspection Reports; sanitary inspections
of messes, quarters, units, barber and beauty
shops, ete. ; report of physical inspection of mili-
tary personnel (including report of monthly
examination of Mediea] Department enlisted
men) ; and food handlers, barbers, and beauti-
cians. o
’ Destroy after 1 year. :

(10) Loecator Cards — patients and hospital
Personnel, K '
Destroy 1 year after transfer or dis-

charge of an individual, ,
(11) Malaria and mosquito-control reports,
Destroy after 5 years. '

(12) Medical Disposition Board proce.edings.v

Destroy after 5 years. .
(13) Officers of the day, charge of quarters
reports,
Destroy after 8 months, .
(14) Requests for post mortems,
Destroy after 1 year, :
(15) Records o f Custodian of pvatients’ funds
and valuables: (e¢) Books of account, such as

™ 12-259

check books, receipt books, ledgers, and similar,
Destroy 3 years after date of last entry,

(b) Vouchers, memoranda, receipts, can-
celed checks, statements, reports, and similar
records, ‘

Destroy after 8 years.

(16) Records of Custodian of patients’ prop-
erty (excluding funds and valuables) such as
property slips, tags, and receipts,

Destroy 1 year after transfer of patient,

(17) Report of patients remaining in hos-
pital over 90 days. »

Destroy after 3 months, .

(18) Monthly report of out-patients;

Destroy after 8 months, '
(19) Patient statistical cards (name, grade,
ASN, assignment classification, ete.).
Destroy after 1 year.
(20) Patient status and brogress reports,
Destroy after 8 months,
(21) Monthly report of Dregnancy cases.
Destroy after 8 months, :
(22) Register books.
Destroy 1 year after completion of book,
" (23) Report of Medical Department Person-
nel (WD AGO Form 8-19 or similar forms),
Destroy after 1 year, -

(24) Report of Sick and Wounded (WD AGO

Form 8-23 or similar forms). v
Destroy after 5 years,

(25) Statistical Health Report (WD AGO

Form 8-122 or similar forms). ‘
Destroy after 1 year.

(26) Roster of appointed and commissioned
bersonnel assigned to the Medical Department
(WD AGO Form 8-164 or similar forms).

Destroy after 1 year.
(27) Telegraphic report of special diseases.
Destroy after 6 months,

(28). Transfer recommendations and author-

izations, v
Destroy 8 months after transfer of pa-
tient.

(29) Venereal disease questionnaires; pe-
riodic reports of new cases (daily, weekly,
monthly) ; weekly venereal disease report.

Destroy after 8 months,

(30) Venereal disease individual and con-
solidated contact reports; monthly report of
venereal disease cases and monthly veneresl
disease statistical report,

Destroy after 1 year,
(31) Ward morning reports; daily and
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weekly census and strength reports; patient
rosters. '
Destroy after 3 months,

¢. MEDICAL AND SURGICAL, (1) Physical Ex-
amination reports ; such as physical examina-
tion prior to discharge of enlisted personnel
(WD AGO Form 38) ; report of physical exam-
ination (WD AGO Form 63) ; enlistment rec-
ord, WAC (WD AGO Form 721) ; physical ex-
amination, candidate for admission to United
States Military Academy (WD AGO Form
0164).

Destroy after 2 years,

(2) Physical classification

Destroy after 1 year.
(3) Work sheets to physical examination re-
ports,
Destroy after 6 months,
(4) Intervening illness statement of officers,
Destroy after ¢ months,

(5) Neuropsychiatrie analysis sheet; pe-

riodic report on neuropsychiatrie treatment,
Destroy after 1 year.

(6) Nurses’ notes, night report book, tem-
perature and treatment books, ward narcotic
book.

Destroy after 3 months, or 3 months
after close of book.

(7) Operation orders and schedules,

Destroy after 1 month,

(8) Operation r

monthly), -
Destroy after 1 year,

(9) Emergency Medical Tag (Duplicate)

(WD AGO Form 8-26 or similar forms).
Destroy after 8 months,

d. DENTAL, (1) Report of dental services

(WD AGO Form 8-98 or similar forms),
Destroy after 1 year,

(2) Dental appointment slip

Form 8-108 or similar forms),
Destroy after 8 months,
(3) Prosthetic case record
(WD AGO Form 8-143 or similar
Destroy after 3 months,
(4) Annual dental survey,
Destroy after 1 year,

(5) Dental classification cards of indivigd-

uals,

sheets or cards.

(WD AGO

(temporary)
forms),

Destroy after transfer of individual,
(6) Annual report of dental services (letter
form),
Destroy after 1 year,
(7) Dental work sheets, tabulation sheets,

ports (daily, weekly, and

35
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Destroy after 3 months,
¢. LABORATORY, (1) Requests for post mor-
tem, )
Destroy after 1 year,
(2) Monthly report of laboratory activities,
Destroy after 1 year, '
(3) Plasma questionnaires, orders, and pro-
duction reports,

Destroy after 1 year.

(4) Water and food analysis reports.
Destroy after 1 year.

(5) Clinical laboratory test reports.
Destroy after 3 months,

f. PHARMACY, (1) Medical Prescriptions,
Destroy after 8 years,

(2) Nareotic and drug registers.
Destroy after 8 months,

9. VETERINARY, (1) Report of Medica) De-
partment personne] (WD AGO Form 8-19 or
similar forms), '

Destroy after 1 year.

(2) Veterinary health certificate (WD AGO

Form 8-128 or similar forms).
Destroy after 1 year.

-(8) Veterinary report of sick and wounded
animals (WD AGO Form 8-129 or similar
forms),

Destroy after 1 year.

(4) Record and report, physical examina-
tion of animals for purchase (WD AGO Form
8-133 or similar forms).

Destroy after 2 years.

(5) Report of veterinary meat and hygiene
Inspection (WD AGO Form 8-134 or similar
forms),

Destroy after 2 years.

(6) Register card for sick and wounded anj-

mals (WD AGO Form 8-185 or similar forms),
Destroy 1 year after animal is separated
from service at the station by death or
transfer,

(7) Roster of appointed and commissioned

‘Personnel assigned to the Medical Department

(WD AGO Form 8-164 or similar forms).
Destroy after 1 year.
(8) Daily animal sjck report,
Destroy after 1 year.
(9) Death certificate of animals
form).
Destroy after months,
(10) Report of forage inspected (letter
form).
Destroy after 1 Yyear, provided the in-
formation contained in these reports is

(letter
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consolidated in the annual report of the
installation,
(11) Report of analysis of food and dairy
rroducts.
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Destroy after 1 year.
(12) Quarterly veterinary sanitary report
(letter form).
Destroy after 6 months.

Section XIl. MILITARY PERSONNEL

51. Permanent Records .

The permanent records pertaining to military
personnel consist of medical and other special
types of records as described under appropriate
headings elsewhere in this manual; the various
reports and papers, such as first copies of
morning reports, roster copies of pay rolls, re-
ports of investigation of injuries, ete., which
are currently transmitted to and preserved by
The Adjutant General; and the records which
accompany the individual throughout his serv-
ice and are forwarded to The Adjutant General
at the time of discharge, separation, or release
from active duty. Within the last category of
individual personnel records are the following:

@. SERVICE RECORD AND ALLIED PAPERS. The
service record and allied Dapers which are re-
quired by existing directives to accompany the
enlisted man while on active duty are trans-
mitted to The Adjutant General upon discharge,
release from active duty, and other applicable
circumstances, with the exception of certain
specified allied papers listed in paragraph 52b
below,

b. OFFICERS’ QUALIFICATION CARDS. Officer
Qualification Cards (WD AGO Forms 66-1,
66-2, 66-3) are permanent records which ac-
company the officer while on active duty and
are sent to The Adjutant General:

(1) In cases of bromotion to brigadier gen-
eral, discharge, relief from active duty, dismis-
sal, retirement, dropped from the records,
death, or other separation from service,

(2) In cases where officers are in casualty
status, as prescribed by current directives,

¢. SOLDIERS’ QUALIFICATION CaArRDS (WD
- AGO FoRM 20)., The Soldier’s Qualification
Card accompanies the individual throughout
service and is disposed of as follows:

(1) In the cases of discharged, deceased, or
retired personnel, the card will be destroyed
when the service record is transmitted to The
Adjutant General.

(2) For each man missing, missing in action,
captured, interned, or AWOL, the card will be
forwarded to The Adjutant General with the

service record.

(3) For each man transferred to or remain-
ing assigned to the Enlisted Reserve Corps or
tegular Army Reserve the card will be for-
warded to the commanding general of the serv-
ice command in which is located the place of
residence designated by the enlisted man upon
his release from active duty.

d. 201 FILEs, Existing directives require the
maintenance of two basic 201 files for each offi-
cer and enlisted man while on active duty: one
is maintained by The Adjutant General; the
other, known as the “Field Military 201 File,”
is maintained by the unit to which the individ-
ual is assigned and accompanies the officer or
enlisted man on any change in assignment
which requires forwarding of the service rec-
ord, qualification card, and allied papers to the
new station. As specified in baragraph 52, cer-
tain papers in the Field Military 201 File are
disposable when the individual is transferred,
and other papers when he is deceased, dis-
charged, retired, or released from active duty,
etained papers in the Field Military 201 File
will be forwarded with the service record or
officers’ qualification card, and allied pbapers, to
The Adjutant General, Washington 25, D. C.:

(1) When the individual is discharged, de-
ceased, retired, or otherwise separated from
service, or released from active duty.

(2) When the individual is AWOL, missing,
missing in action, captured, or interned, and at
the time specified by current directives for for-
warding the service record or officers’ qualifica-
tion card and pertinent papers.

¢. EXTRACTS FROM SERVICE RECORD. Extracts
from service records (WD AGO Form 25), or
suitable index or locator cards, which are re-
quired to be maintained separately from 201
files, will be retained if dated subsequent to 30
June 1941,

52. Disposal Standards

o. Temporary papers not transferred with
the individual. The papers listed below will not
be forwarded with the Field Military 201 File
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or other records of the individual when he is
transferred, except in the case of. specific pa-
pers requiring further administrative action,
such as unanswered correspondence, and except
as provided in applicable AAF directives per-
taining to preparation, maintenance, and dis-
posal of AAF Personal Affairs Files of AAF
personnel. A temporary file will be used for
periodically disposing of the material described
below while individuals are attached or assigned
to a unit, and for any such material remaining
at the time of transfer (which was retained be-
cause of its local administrative usefulness),
and for papers of transitory value received or
created subsequent to departure of individuals,
such as copies of transmitta] indorsements or
acknowledgments of receipts of records. This
temporary file will be maintained on a 3-month
basis, and its contents destroyed at the end of
the succeeding 38 months, for example, the file
of temporary papers for period January-Feb-
ruary-March will be destroyed on the first of
July.

(1) Communications from military person-
nel and replies thereto relating to: leave, fur-
lough; passes: living and rationing separately;
telephone in quarters; operation of automobile
on post; credit at post exchange; ration cou-
pons; requirements or opportunities for com-
mission, attendance at officers’ candidate or
other schools, transfer, and reassignments; and
other subjects of a similar nature,

(2) Communications pertaining to pay, al-
lotments, and allowances (after any required
entries have been made in the service record
or other records of the individual) including
such matters as: commencement or discontin-
uance dates of allotments ; nondelivery of bonds
or allotment checks; erroneous deductions or
bayments; statements why allotments are not
desired; debits against individual for laundry,
motion picture tickets, payment of reward, and
transportation incidental to apprehension; as-
signment and termination of quarters; state-
ments of nonindebtedness: travel allowance;
and issue or return of meal tickets,

(8) Communications pertaining to transmis-
sion and receipt of records, and exchange of in-
formation to complete or correct records (after
appropriate entries have been made in the rec-
ord to be completed or corrected),

(4) Communications from nonmilitary
sources, and replies thereto, pertaining to well-
being of soldier, nonpayment of debts, ad-
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dresses, furlough, reassignment to other duties
or transfer, and matters of similar nature,

(5) Communications not included above
which add nothing to an individual’s permanent
record such as: correspondence preliminary to
issue or amendment of leave orders; reports of
lost passes or identification cards; requests for
amount of leave taken by officer; request on in-
dividual to execute forms ; reports to service
command of arrival and departure of officers;
informal office memoranda; and military policy
delinquency reports of minor infractions of
military discipline.

(6) Forms, as follow:

WD AGO Form 204, Notice of change
of address.

WD AGO Form 240, Form for interview-
ing and ranking applicants for officer
candidate school, or similar forms used
for this purpose.

WD AGO Form 269, Enlisted pay data
card, or similar form or record contain-
ing information used in breparing pay
rolls.

WD AGO Form 760, Personal data for
officer candidate applicants.

WD AGO Form 775, Officer Candidates
General Fitness Rating.

WD AGO Form 971, V-mail change of
address,

WD AGO Form 0850, Personnel guali-
fications questionnaire, _

WD AGO Form 0850a, Personnel quali-
fications questionnaire—Duplicate,

WD AGO Form 0856, ASF position de-
scription questionnaire.

WD AGO Form 0857, Officer qualifica-
tions record,

WD AGO Form 8-145 (old WD MD
Form 1380), Spectacle order form.,

(7) Officers’ leave orders (also furlough as
enlisted men),

(8) All orders on enlisted personnel to
which a reference is made in the service record,
except that one copy of orders detailing or qs-
signing the individual to q special mission or
duty, and one copy of the order affecting dis-
charge or separation will be retained,

(9) Orders on living and rationing sep-
arately,

(10) Work sheets, check lists, and local
forms, as follows:

Clearance sheets.
Personal affairs interview sheets or per-
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sonal data cards,

Work sheets or questionnaires for prep-
aration of qualification cards, identifi-
cation tags, statement of charges, etc.
Check list for enlisted man prior to
transfer,

Oversea physical examination check list.
Questionnaires executed by officers on
reporting,

Officers’ qualification code sheet.
Rating scales for 0CS candidates and
ASTP graduates.
ASTP personal
form.

Card progress record (assignments, effi-
ciency, and promotions of enlisted men),
Military occupational questionnaire,
Spectacle questionnaire (whether indi-
vidual wears glasses, need for them,
ete.). ‘
Transmittal slips and inter/intra office
memos.

(11) Dental clearance sheets.

(12) Prescriptions for spectacles and arch
supports.

(13) Proceedings of boards of officers to de-
termine suitability for OCS, and related
papers, wnless required to be forwarded by
specific directive governing selection of officer
candidates,

(14) Cross reference sheets which refer to
papers of temporary usefulness, such as letters
transmitting records.

(15) Extra copies. All copies in excess of
one of any paper which is to be retained.

b. Papers to be destroyed upon discharge,
separation, or release of individual from active
duty. The documents and papers listed below
when found in the Field Military 201 File or
when accompanying the service record as allied
papers, will be destroyed upon discharge, sep-
aration, or release of an individual from active
duty. This list, however, is not intended as an
enumeration of forms and papers which are
required to accompany an individual during
service, either in his Field Military 201 File
or as a part of his other personnel records. The
preparation and distribution (including num-
ber of copies made and where filed) of any
form or paper will be in accordance with the
applicable directive providing for its use.

(1) All papers listed in ¢ above,

(2) All forms (except WD AGO Form 30-5,
Allotment discontinuance notice upon discharge

data and interview
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or release from active duty) pertaining to al-
lowances and allotments, provided that o care-
ful check has been made against the service
record to wverify that appropriate entries have
been made therein. In the event such entries
have not been made, the form containing the
missing data will accompany the service rec-
ord to The Adjutant General.
(3) All individual clothing and equipment
records.
(4) The following forms:
WD AGO Form 8-116 (or old WD MD
Form 79), Register of dental patients,
WD AGO Form 8-117 (record copy)
(or old WD MD Form 81), Immuniza-
tion register.
WD AGO Form 20, Soldier’s qualifica-
tion card, except that where the indi-
vidual is transferred to or remaing gs-
signed to Enlisted Reserve Corps or
Regular Army Reserve, the form will be
nspected carefully to insure that all in-
formation thereon is current, and will
then be forwarded to the commanding
general of the service command in
which is located the place of residence
designated by the enlisted man upon
his release from active duty,
WD AGO Form 28, Pay data card for
enlisted personnel (after entries have
been checked with those in the service
record).
WD AGO Form 41, Designation or
change of relative to be paid six months’
gratutity in case of death.
WD AGO Form 43, Emergency addres-
see and personal property card,
WD AGO Form 44, Extract copy of
morning report.
WD AGO Form 45, Descriptive list of
absentee wanted by the United States
Army.
WD AGO Form 486, Report of return of
absentee to the United States Army.
WD AGO Form 71, also Forms 0337;
0337-R; 0337-T; 0337-IR; and 738,
Oath of Office (Duplicate copies only).
WD AGO Form 115, Charge sheet (for
courts martial) with related correspond-
ence and papers.
WD AGO Form 170, Application for ap-
pointment and statement of preference
for reserve officers.
WD AGO Form 172, Personal report of
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reserve officer.

WD AGO Form 178, Classification ques-
tionnaire of reserve officer.

WD AGO Form 178~2, Classification
questionnaire of Medical Department
Officers. .

WD AGO Forms 302, 303, 304a, and
314 found with the personnel records of
an individual,

WD AAF Form 126, Duty assignment
card, Air Corps enlisted man.

DSS IForm 149, Information for Armed
Forces extracted from Selective Service
questionnaire.

DSS Form 150, Order to report for in-
duction.

(5) Officers’ court martial orders and local
routine additional duty assignments and ap-
pointments to boards (orders detailing or as-
signing an officer to a special mission or duty
will be retained).

(6) Enlisted men’s order to travel as guard
or attendant except where travel from or to
foreign country is involved.

¢. INFORMATIONAL 201 FILES, Informational
201 files are defined as including any military
201 files except the following:

Field Military 201 Files; 201 files main-
tained by The Adjutant General; and 201
files maintained at service command and
department headquarters for personne] of
reserve components. Informational 201
files are personnel files maintained at vari-
ous command levels exercising general ad-
ministrative jurisdiction or which are
created as the result of routing communi-
cations through normal military channels.
Destroy temporary rotating file after
90 days. Destroy remaining material
upon transfer or reassignment of indi-
dividual or upon disbandment or inacti-
vation of unit or discontinuance of in-
stallation.

d. Copies of reports and returns submitted to
higher headquarters as follow :

(1) WD AGO Form 1, Morning Report
(UPS copy), except copies of morning reports
retained by the lowest reporting organization.

When retained in unit personnel sec-
tion, destroy after 2 years. When for-
warded to higher headquarters in ac-
cordance with specific directive for audit
and control purposes (editing), destroy
after 8 months.
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(2) Consolidated Morning Report (includ-

ing WD AGO Form 336).
Destroy after 6 months.

(3) WD AGO Form 74, Return of general
prisoners.

Destroy after 1 year.

(4) WD AGO Form 305a, Monthly roster
(miscellaneous report form).

Destroy after 1 year,

(5) Consolidated reports of men AWOL and
returned from AWOL, '

Destroy after 1 year or on inactivation
of organization or installation, which-
ever is earlier,

(6) Reports of casuals reassigned.

Destroy after 1 year.

(7) Reperts of separations.

Destroy after 1 year.

(8) Rosters of personnel arriving at units
or installations,

Destroy after 6 months.

(9) Strength reports with related working
papers, and monthly strength summary cards.

Destroy after 1 year. )

(10) WD AGO Form 23, Report of men en-
]isted for, reenlisted in, or transferred to cer-
tain branches, or forms used for the same pur-
pose.

Destroy after 2 years.

e. Records relating to induction, enlistment,
assignment, transfer, promotion, discharge,
death, as follows:

(1) WD AGO Form 22, Enlisted record—
Army of the United States, duplicates only.

Destroy after 2 years.

(2) WD AGO Form 721, Enlistment record

—Women’s Army Corps (duplicates only).
Destroy after 2 years.

(3) DSS Form 2, Registration certificate,

and DSS Form 57, Notice of classification.
Destroy daily after administration of
oath.

(4) Applications for discharge or release
from active duty and related papers which
have been finally disapproved, and which are
not required to be forwarded in the Field Mili-
tary 201 File, except applications based upon
claim of erroneous induction and enemy alien-
age which are to be retained in the Field Mili-
tary 201 File.

Destroy after 1 year.

(5) Applications for
School, and related indexes.

Destroy after 1 year, or on discontinu-

Officer Candidate
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41
ance of installation or on inactivation of (2) WD AGO Form 110, Report of individual
the unit, whichever is earlier, qualification in arms, or similar forms,
(6) Applications by military personnel for Destroy after 1 year.
transfer, (3) Extracts from qualification cards (WD
Destroy when obsolete, as when soldier AGOTF orms 20, 66-1, 66-2 and 66-3).
is transferred. Destroy on transfer or separation of indi-
(7) Recommendations for promotion of en- vidual,
listed personnel. o i. WD AGO Form 6, Duty roster (including
Destroy on promotion of md“_’ld"%l' guard duty), or similar forms for either com-
8) .Recommendatlons for reduct}on in grade missioned or enlisted personnel.
of enlilsted personnel where reduction js disap- Destroy after 1 year.
provec bestroy after 3 months, J. WD AGO Form 10, Guard reports, or similar
(9) Replacement Transfer Orders, forms.
Destroy after 6 months. Destroy after 1 year.
(10) Certificates of discharged personnel regard- k. Records relating to financial transactions as
ing loss of discharge buttons. follows:
Destroy after 1 year. (1) WD AGO Form 36, Statement of charges
(11) Receipts for discharge buttons. against enlisted men (retained organizational
Destroy after 3 months. copy).
(12) Condolence letters to next of kin, copies Destroy after 2 years.
of which have been required by directive to be (2) Vouchers for pay and allowances, mileage,
forwarded to The Adjutant General. and per diem and reimbursement of expenses
Destroy after 1 year. incident to official travel, such as WD Form 336a,
J. Records relating to courts-martial and pun-  Standard Forms 1012a and 1071a~—only those
ishment as follows: copies retained by preparing office for individuals
(1) Summary court-martial, ezcluding records reponsible for certifying and submitting their
of trials of civilians. own vouchers,
Destroy after 1 year. Destroy after 3 months.
.(2) Spec‘ia;lhcourt-martial, excluding records of l. Reports of Boards and Investigations as
trials of mmlzans,‘ and 'records Jorwarded to t.he follows:
(.)ﬁc.er’ea.:erczsmg mmediate general court-martial (1) WD AGO Form 37, Report of proceedings
Jurisdiction over the command as provided in para- of hoard of officers convened under AR 615-368
graph 8¢, MCM, 192s. or 615369,
Des.troy after 1 year. . . k When discharge is not effected and mno
@) D elmqugncy reports of minor infractions information relative to physical or menta]
of military discipline. condition is included therein, destroy after
Destroy after 3 months, 1 year; or when discharge is effected, de-
t 1-37' Records relating to leave and furlough as stroy retained duplicates only after 1 year.
olows: ) (2) WD AGO Form 51, Report of investigation;
1) WD A,GO Form 7, Enlisted man’s temporary g Line of Duty Board Proceedings, the ot;‘ighml
pass, or similar forms: . ) of which has been required by regulations to be
Destroy when individual turns in pass. forwarded to The Adjutant Genera].
(2) WD AGO Form 31, Furlough. Destroy retained copies only, after 2 years,

Destroy original upon individual’s return;

destroy duplicate after it has served ite (3) Proceedings of board of officers convened

urpose under AR 615-275 to determine character of individual and form of
A Rp P . S N discharge certificate to be issued (the orignal of

- Records relating to the qualification of indi- : : .
which has been required by regulations to be

viduals as follows: .
(1) WD AGO Forms 83 through 86 and 88 forwarded to The Ac.ljutant GBI'I.EBI‘H,.D.
through 90, Score cards, or similar forms serving Destroy retained organization copy after

the same purpose. 1 year.
Destroy after classification order has been m. WD AGO Form 302, Morning report lo-
published, cator card; WD AGO Form 303, Report of

AGO 25964
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change, WD AGO Form 304a, Locator card WD
AGO Form 314, Individual report of change
(machine prepared); WD AGO Form 401, Locator
card—Army Postal Service; locator cards pre-
pared locally not bearing WD AGO Form number,
Destroy 1 year after transfer of individual.
n. Standard Form 26, Driver's Report—Ac-
cident—DMotor Transportation, ercepl where JSiled
as a part of a report of survey, or where constituting
an exhibit 1o a report of investigation required by
AR 25-20 (duplicate copy).
Destroy after 2 years.

5 Dec 45
C1

0. Daily officer of the day and charge of quarters
reports,
2. Officers registers (containing time of arrival,
departure, signature, ete.),
Destroy after 5 years.
¢. Soldier Voting Records, consisting of records
created in connection with the administration of
soldier voting procedures, including the records of
issue of post card applications for State absentee
ballots, and records concerning the Federal bal-
loting ““units.”
Destroy 1 year after the date of the election

Section XIIl. MILITARY TRAINING

53. Permanent Files

¢. Records of long-time or permanent value
relating to military training activities fall into
two groups: first, records of individual students
which contain information as to courses attended,
length of each, whether or not completed, and
grades attained; second, the history of the train-
ing at particular installations, contained in records
such as academic and faculty board reports and
records, class records and school rosters, school
publications, technical instructionsl materials and
training aids, and training schedules.

b. Retention of records listed under the first
group above is essential because of the value of the
information contained therein to the individual
for further educational training and for securing
employment in civilian life.

54. Disposal Standards
a. Surplus copies of school publications, tech-
nical instructional materials, and training aids
(excluding photographic materials), and traiping
schedules, erclusive of one record set of each series
for the tssuing office.
Destroy on supersession, when obsolete, or
on discontinuance of installation, whichever
is sooner.
b. Statistical records on training, as statistics
on strength and progress.
Destroy after 5 years.
¢. Training status and progress reports sub-
mitted to higher headquarters,
Destroy after 1 year, or on discontinuance
of installation, whichever is sooner.
d. Training directives from higher headquarters.
Destroy on supersession, when obsolete, or

on discontinuance of installation, whichever
is sooner.

e. Individual assignment preference sheets.

Destroy on transfer of individual,

7. Completed registration forms.

Destroy on gradustion or transfer of indi-
vidual.

g. Elimination board proceedings.

Destroy after 1 year, or on discontinuance
of installation, whichever is sooner,

h. Student examination papers.

Destroy after grades have been entered on
permanent academic records.

1. Daily attendance records showing presence
or absence of students at lectures, study periods,
and comparable information,

Destroy after 6 months.

J. Reference files of art material, manuscripts,
and other technical materials used in preparing
instructional material used in training,

Destroy on supersession, when obsolete or
on discontinuance of installation, whichever
is sooner.

k. Officer Candidate School serial number as-
sigrment records.

Destroy on discontinuance of installation.

l. Records of units established under the Army
Specialized Training Program and Army Air
Forces College Training Program including such
items as reports to higher headquarters pertaining
to strength, availability and assignment, enroll-
ments, academic progress, physical efficien cy tests,
continuation of study under program, separation
from program, and production, ezclusive of indi-
vidual academic records mentioned in paragraph 63,

Destroy 1 year after inactivation of unit,

AGO 25964
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Section XIV. MOTOR POOL OPERATIONS

55. Permanent Files

Permanent files which relate to the registration
of motor vehicles are maintained by the Engi-
neering Manufacturing Division, Office of the
Chief of Ordpance,

56. Disposal Standards

a. Preventive maintenance inspection work
sheets for vehicles (WD AGO Forms 461, 462,
463, 464, and similar forms).

Destroy after completion of next semi-
annual or similar maintenance service.

b. Spot check Inspection reports (WD OO
Form 7353, WD AGO Forms 9-68 and 9-69, or
similar forms).

Destroy after 1 month.

¢. Automotive disability reports (WD AGO
Form 13-1 and WD IGD Forms 5-A, 5-C, 5T,
and 6, and similar forms),

Destroy after 6 months.

d. Motor Vehicle Servicing and Dispatching
Records, which include drivers’ trip tickets,
daily dispatching records, and comparable papers,
except such records that pertain to vehicles nvolved
in accidents, on which action has not been completed
by the claims officer.

Destroy after 1 month.

¢. Preventive maintenance roster (WD AGO
460, or similar forms),
Destroy after 6 months,
f. Drivers’ License Examinations, and papers
related thereto.
Destroy after recording entry on soldier’s
qualification card, or on a permanent record,
g. Motor Vehicle Registration F iles or Docu-
ments, which consist of motor vehicle registra-
tion cards and data for the registration of motor
vehicles,
Destroy on transfer of accountability or
responsibility for the vehicle,
h. Motor Vehicle Locator, Inventory, or Identi-
fication Cards, Sheets, or Tags.
Destroy on supersession, or when obsolete,
. Vehicle Inventory and Density Reports,
such as vehicle density reports, inventory re-
ports of motor vehicles and comparable statis-
tical reports, and data relating thereto,
Destroy after completion of next report,
or after 1 year, whichever is applicable.
J. Issuc Records of Gasoline and Lubricants
for Motor Vehicles, such as gasoline and lubri-
cant issue slips, monthly abstracts of fuel issued,
and comparable records.
Destroy after 1 year.
(See also par. 45.)

Section XV, PHOTOGRAPHIC FACILITIES

57. General

The physical characteristics of photographic
files require that special facilities be provided
for the storage, processing, and administration
of records which must be retained Permanently,
Types of photography to be retained include:

a. NEWS PHOTOGRAPHY. Views of combat op-
erations, new equipment, base activities, human
interest material, ete,

b. TRAINING aNnD InsTRUCTIONAL Prorog-
RaPHY. Photography showing training methods
and techniques, school activities, equipment op-
eration, field expedients, and other materia] for
orientation  information or educational pur-
poses.

¢. HistoricaL  Prorograpny, Photography
«covering events of historical importance, war
theater activity, campaigns, ceremonies, pres-
entation of citations, tactical training opera-
tions, maneuvers, etc.
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d. UNUSUAL AND ScENnic ProroGrapmy. Pho-
tography of interest because of unusual photo-
graphic treatment, studies of terrain, color photog-
raphy, night views, ete.

e. Captured enemy photography and photog-
raphy purchased from foreign sources.

7. Intelligence photography.

g. Mapping and charting
cluding aerial reconnaissance and
photography.

photography in-
radarscope

58. Centralization of Photographic Files
The types of photography to be centralized and
the procedures for the current forwarding of
photographic records to the custody of the
Commanding General, Army Air F orces, and
the Chief Signal Officer, Army Service Forces, are
specified in current directives.

a. Air Force aerial and ground still photog-
raphy is centralized by Photographic Division,
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AC/AS Intelligence, Hgs AAT.

b. Air Force air and ground motion picture
photography is centralized by Combat Film
Service, AC/AS Intelligence, Hqs AAT.

¢. All other still photography (except as speci-
fied in current War Department directives) is
centralized by the Army Pictorial Service, Office,
Chief Signal Officer.

d. All other motion picture photography (ex-
cept as specified in current War Department
directives) is centralized by the Signal Corps
Photographic Center, Office, Chief Signal Officer,

59. Retirement to Depots

Photographic files not required to be centralized
as directed by current War Department directives,
or for which speejal Landling is not prescribed in
this chapter, will be retired to the appropriate
records depot or War Department records deposi-
tory. Photographic prints or Degatives which are
filed with and constitute an integral part of non-
photographic files will be handled a3 prescribed
for such documents.

60. Disposal Standards

a. Nonrecord material as defined by the Com-
manding General, Army Air Forces and the Chief
Signal Officer in current directjves,
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Destroy, salvage, or other disposal as
directed.

b. Original negatives and duplicate negatives
from which prints have been made to accompany
unsatisfactory equipment reports, damage reports,
accident reports, and similar reports,

Destroy when no longer needed for ref-
erence,

¢. Identification pictures.

Destroy when no longer needed for ref-
erence,

d. Spoiled or damaged film which is unusabhle.

Destroy when unusable.

¢. Laboratory and Photographic Work Order
Files.

Destroy after 6 months.

J. Photographic Report Files, consisting of film
survey reports, photographic production reports,
film library reports, or comparable reports made
to higher headquarters.

Destroy after 1 year.

¢. Film Booking Ledgers,

Destroy 3 years after date of last entry.

. Film Library Control Records, consisting of
booking sheets, prints record cards, photographic
equipment cards, and comparable control cards
or sheets.

Destroy on supersession, or when obsolete,

Section XVI. POSTAL AND COURIER SERVICE

61. Special Handling of Files

a. Noncurrent Post Office Department forms,
and records of the receipt of registered and insured
mail (WD AGO Form 922, or similar forms) when
used by bonded Army mail clerks to obtain re-
ceipts from unit and regimental mail clerks, which
accumulate in Army Post Offices or are in the
possession of bonded Army meil elerks serving
Army organizations and installations in the conti-
nental United States, will be turned over to the
accountable United States postmaster: (1) at such
times as he may direct, (2) upon redeployment,
when the unit becomes accountable to another
postmaster; (3) when necessary to relieve storage
facilities, (4) when such organization or installg-
tion is to be inactivated or disbanded, or (5) on
movement overseas. (T/O units moving overseas
will retain postal service records accumulated dur-
ing the preceding 6 months’ period, plus any papers
on which inquiries have been recejved within a
2-year period.)

b. When inactivation or disbandment of postal
units is effected overseas, United States Post
. Office forms, and records of the receipt of regis-

tered and insured mail (YWD AGO Form 922, or
similar forms) when used by bonded Army mail
clerks to obtain receipts from unit and regi-
mental mail clerks, will be forwarded to the ac-
countable United States postmaster. Other postal
administrative records will be transferred to the
appropriate oversea records depot.

¢. The central postal directory of each theater
of operations or other overses command will
maintain as & permanent record the latest locater
card for each individual who has received mail in
the command. Similar cards will be maintained
s & permanent record in the postal directory files
of domestic ports of embarkation.

62. Disposal Standards

a. Records of the receipt of registered and in-
sured mail (WD AGO Form 922, or similar forms)
except: (1) such records on which a elaim or nquiry
s outstanding; (2) when used by bonded Army mail
clerks to obtain receipts Jrom unit and regimenial
mail clerks; and (3) United States Post Office De-
partment forms.

Destroy after 4 years.
AGO 2396A
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b. Records of the receipt of registered and
msured meil (WD AGO Form 922, or similar
forms) on which a claim or a1 Inquiry is outstand-
ing, except: (1) when used by bonded Army mail
clerks to obtain receipts from unit and regimental
mail clerks; (2) and United States Post Office
Department forms.

Destroy on disposition of claim or inquiry,
providing a time period of 4 vears has
elapsed.

¢. Yearly records of lost or rifling of mail (WD
AGO Form 980, or similar forms).

Destroy after 4 years.
d. Unit Mail Clerk Authorizations.
Destroy after 4 years.

¢. Army Postal Service Standard Pouch Records

of mail received and dispatched,
Destroy after 2 years.
7. Postal Locator Cards (such as WD AGO
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Forms 302, 304, and 401), except cards needed for
other than postal purposes.
Destroy 6 months after transfer, depar-
ture, or separation of an individual, which-
ever is applicable,

9. Register and/or log of incoming and out-
going insured, registered, special delivery, and
C. 0. D. mail and parcel post, excluding United
States Post Office Department registers or logs.

Destroy after 4 years.

h. Postal Service Control Records, consisting
of indexes to temporary and permanent Army
Post Offices, cable addresses, routing words, and
geographical location,

Destroy when obsolete or superseded,

t. Postal Shipping Reports, including records
of mail received, dispatcher, and on hand, daily
shipping reports, and similar records,

Destroy after 2 years.

-

Section XVIl. PUBLIC RELATIONS

63. Permanent Files

Records maintained by public relations officers
which reflect the more important activities of an
organization or installation wil] be retained as a
bermanent record of those activitieg, Documents
of this type consist of written and pictorial releases,
radio scripts and speeches, other than such jtems
transitory or otherwise nonrecord in character as
defined by paragraph 26. One record set of each
éamp or installation newspaper will be retained,

64. Disposal Standards

a. Statistical reports of public relations ac-
tivities, which show the number of releases, radio
programs, and similar information.

Destroy after 1 year, or on discontinuance
of installation.

b. Mailing lists not subject to revision, and
correspondence connected therewith.
Destroy after 2 years, or on discontinuance
of installation.
¢. Mailing lists subject to revision, and cor-
respondence connected therewith,
Destroy on revision, or when obsolete,
d. Data sheet and background materials for
releases on agencies and individuals.
Destroy after 1 year, or on discontinuance
of installation.
¢. Nominations, supplemental nominations data,
and efficiency ratings for Army-Navy “E” gnd
“Star” awards initiated by the technical services,
Army Service Forces, and by the Army Air F orces,
excluding files containing nominations disapproved
by the technical services or Army Air Forces.
Destroy after 1 year,
(See also par. 365.)

LY

Section XVIII, PUBLICATIONS, REPRODUCTION, AND BINDING

65. Permanent Files

The record set for each serics of War Depart-
ment and Army directives and publications,
posters, and Graphic Training Aids (exclusive of
motion picture slides and film strips) at all
echelons, will be maintained by the issuing head-
quarters.  Copies of such directives and publica-
tions when constituting an essential part of a
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case file will have the same disposition as for that
file. Surplus copies will be returned to supply
channels when the quantities thereof and the
character of the material (as, for example, Graphic
Training Aids, Technical Manuals, Field Manuals,
and catalogs), warrant such action, in the judg-
ment of the responsible officer.
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66. Disposal Standards

@. Surplus copies of War Department and
Army publications (that is,.exclusive of the record
set referred to above).

(1) Army Regulations, Technical Manuals,
Field Manuals, Training Manuals, Training Stand-
ards, Technical Bulletins, Technical Orders, Sup-
ply Bulletins, Tables of Organization, Tables of
Allowances; published or processed orders, cir-
culars, mimeographed memoranda, directives,
troop movement orders, and other processed
documents.

Destroy on supersession, or when obsolete.

(2) Excess Stock Reports, Reports of Excess
Equipment, and similar processed or published
reports.

Destroy on supersession, or when obsolete.

(3) Posts, camps, statious, or organization daily
bulletins, daily information sheets, and similar

documents.
Destroy on supersession, or when obsolete.

b. Publications of other Government agencies,
commercial firms, or private institutions, and in-
cluding catalogs, trade journals, and similar

publications.
Destroy on supersession, or when obsolete.

c¢. Reproduction materials, such as stencils,
master dittos, multilith plates, photostat Dega-
tives, and process negative files (offset printing),
Destroy or salvage, whichever is appli-
cable, when obsolete, or when deterioration
makes reproduction unsatisfactory.

d. Reproduction job control files, including
requisitions for reproduction, work orders, and
delivery receipts.

Destroy after 6 months.

¢. Inventory and Report Files comsisting of in-
ventories of field plants (JCP Form 5 and similar),
contract printing reports (JCP Form 2 and
similar forms) together with correspondence per-
taining thereto. ‘

Destroy after 2 years.
f. Requisitions for printing and binding,
Destroy after 3 years.

g- Operation Report Files consisting of indivi-

dual and copsolidated operations reports (WD
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AGO Form 228 and 0228, and similar forms) to-
gether with related correspondence.
Destroy after 1 year.

h. Control and Processing Files consisting of
papers utilized for purposes of controlling work in
progress, such as stenographic assignments, rec-
ords, stencil control cards, information and in-
struction sheets, lay-outs, daily production
records, progress reports, job tickets on labor and
materials, and similar control records, together
with correspondence and allied papers, exclusive
of files described above.

Destroy after 3 months.

1. Requests or requisitions for publications,
nonaccountable blank forms, office equipment, or
similar routine requests, and other records related

thereto,
Destroy after 3 mobths.

J- Accountable Forms Requisition Files, con-
sisting of requisitions for blank accountable forms
which are subject to special control by reason of
the monetary value of the forms, such as transpor-
tation requests, transportation requests identifica-
tion cards, bills of lading, tax exemption certifi-
cates, tax exemptior certificate identification
cards, charge sales slips, and meal tickets; acknowl-
edgments of the receipt of such documents; end
correspondence and other papers which relate to
the accountability for such forms—providing
listings, receipt cards, registers, or similar control
devices are maintsined showing the receipt and
disposition of such forms.

Destroy after 5 years. (If listings, ete.,
are not maintained, retain as specified for
item % below.)

k. Listings, Receipt Cards, or Registers, show-
ing the issue or receipt of blank accountable
forms which are subject to special control by reason
of the monetary value of the forms, such as trans-
portation requests, transportations requests identi-
fication cards, bills of lading, tax exemption
certificates, tax exemption certificate identification
cards, charge sales slips, cash sales slips, and meal
tickets.

Destroy after 10 years.

(See also pars. 80 and 81.)

AGO 25964
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Section XIX. PURCHASING AND CONTRACTING

67. Permanent Files :

. GENERAL. Purchasing and contracting rec-
ords, which constitute one of the largest cate- j
gories of filés accumulated in the War Depart-
ment and Army, must be retained to protect
the interests of the War Department against
claims or other legal action, With certain quali-

o

fications, a 10-year retention period will satisfy +
this requirement, since the Statute of Limita—;"
tions (54 Stat, 1061; 31 U.8.C. 7a 237) estab- ;

lishes a 10-year period during which claims can
be brought against the Federal Government. :
This applies particularly to files relating to
small and housekeeping procurement., Purchas-
ing and contracting records, particularly those
relating to the major program of military sup-
ply, lend-lease, civilian supply, and disposal of .
surplus property, must also be retained to sat-
isfy any future interest of the Congress and
the General Accounting Office in the purchasing «
and contracting activity of the War Depart-
ment, Finally, those files will be retained which
reflect the organizational and procedural as-
pects of the procurement brogram or which
would be useful in appraising the effectiveness
of procurement planning,

b. CENTRALIZATION OF PROCUREMENT FILES.
(1) Procurement fileg originating in certain
agencies of the Army Service Forces and Army
Alr Forces, as specified by the commanding
generals thereof, are centralized for long-time
retention, and include: contract, purchase order,
delivery order, any other procurement docu-
ment files, together with all records and data
on directives, bids, proposals, summary of pro-
posals, awards, acceptances, price analyses, pro-
duction, labor, expediting, inspection, bonds,
insurance, fiscal vouchers, priorities, allocations
of equipment and material, termination, dis-
posal of termination inventory, contract prop-
erty as defined in AR 35-6700, reports and cor-
respondence related to the foregoing, but ex-
cluding—

(a) Certain procurement records, of the
Army Service Forces only, which are author-
ized for disposal at the expiration of the time
period specified in statute of limitations on
claims or demands against the United States,
in accordance with the provisions of paragraph
68;

(b) Procurement records which relate to in-

dividual contracts, but which are not a part of
a specific contract, for instance, group or com-
pany wide terminations, company pricing, fiscal
accounting records;

(¢) Records evidencing the procurement of
real estate;

(d) Procurement records involving civil
funds of the Corps of Engineers;

(e) Statutory renegotiation files,

(2) Files of the Army Air Forces are cen-
tralized under the Air Technical Service Com-
mand, and certain files of the Army Service
Forces at the Contract Records Branch, AGO,
in accordance with instructions issued by the
Commanding Generals, Army Air Forces and
Army Service Forces.

¢. RETIREMENT T0 RECORDS DEPOTS. Files re-
lating to purchasing and contracting other than
those specified above will be retired to the ap-
propriate service command or oversea records
depots.

68. Disposal Standards
@. Procurement Records subsequent to 1 Jan-
uary 1920 and prior to 30 June 1934 (that is,
the date of final bayment of the procurement to
which they relate) including contracts, pur-
chase orders, delivery orders, or other procure-
ment documents together with related and sup-
porting papers essential to each phase of the
procurement such as, directives ; bids; propos-
als, summaries of proposals; award; accept-
ance; price analyses or cost computations; pro-
duction; labor; expediting; inspection ; bonds;
insurance; fiscal vouchers; allocations of equip-
ment and material; and contract property rec-
ords as defined by AR 35-6700, except files
which are known to be pertinent to an unsettled
claim, incomplete investigation, or vending liti-
gation.
Destroy in class I and I1 installations im-
mediately; destroy in class III installa-
tions after approval of specific record
series by Headquarters, Army Air
Forces; destroy in class IV installations
after approval of specific record serieg
by office of the chief of responsible tech-
nical service or director of staff division,
Army Service Forces; and destroy in all
other installations after approval of The
Adjutant General. (Procurement rec-
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ords, the date of final bayment of which
is prior to 1 January 1920, wil]l be re-
ported to The Adjutant Genera] for dis-
position instructions, as required by par.
25.)

b. Records of Small Procurement, consisting
of files accumulated in the process of loca] pro-
curement and procurement for maintenance,
upkeep, repair, and housekeeping, the date of
final payment of which is after 30 June 1934,
including contracts, purchase orders, delivery
orders, or other brocurement documents, to-
gether with related and supporting papers es-
sential to each phase of the procurement, such
as directives; bids ; proposals; summaries of
proposals; award; acceptance; price analyses,
production; labor; expediting; inspection ;
bonds ; insurance; fiscal file (par. 23, M 608) ;
interim financing ; priorities and allocations of
equipment and material; price adjustments by
contracting officer; contract termination; dis-
posal of termination Inventory; and contract
property records as defined in AR 35-6700,
except files which are known to be pvertinent to
an unsettled claim, neomplete investigation, or
pvending litigation. The records of small pro-
curement, as defined above, will not include:

(1) Files which are a part of a pbrocurement,
the value of which is $25,000 or more;

(2) Files of construction contracts admin-
Istered by class IV installations of the Chief of
Engineers; ‘

(3) Files which bertain to lend-lease and
civilian supply;

(4) Files accumulated by any of the follow-
ing listed offices and installations of the Army
in the execution of their primary mission of
procurement for the Army at the Immediate
direction of the Commanding General, Army
Alr Forces, or the chief of the responsible tech-
nical service, Army Service Forces (the follow-
ingisa complete listing of al] exempted instgl-
lations and offices, Including certain major sub-
ordinate command headquarters, even though
disposal standards as contained in this chapter
are not applicable to such headquarters ag pre-
scribed by par. 25):

(a) Army Air Forces Aiy Technical Service
Command Headquarters (including Procure-
ment District Headquarters) ;

(b) Quartermaster Depots and Quartermas-
ter Supply Sections of ASF Depotg (except
Schenectady, Savannah, New Cumberland, and
Columbus) ;
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(c) Office of the Chief of Ordnance (includ-
ing the office of the Field Director of Ammuni-
tion Plants, and small Arms Ammunition sub-
offices), District Ordnance Offices, Ordnance
Arsenals, and Ordnance Proving Grounds;

(d) Office of the Chief of Engineers, Divi-
sion Engineer Offices, and District Engineer
Offices; :

(e) Office of the Chief of Chemical Warfare
Service, Chemical Warfare Service Procure-
ment Districts, and Chemical Warfare Service
Arsenals;

(f) Office of the Chief Signal Officer, Signal
Corps Procurement District Offices, and Signal
Corps Ground Signal Agency;

(g9) Army Medical Purchasing Office; and

(k) Office of the Chief of Transportation,
and Zone Transportation Offices.

Destroy those files relating to procure-
ments from corporations and other arti-
ficial legal persons 10 years after date of
final payment; destroy those files relat-
ing to procurements (made before peace
is established) from individuals or part-
nerships after the lapse of at least 10
years after date of payment but in no
case before 5 years after peace is estab-
lished (par. 1f, AR 35-730); destroy
those files relating to procurements made
after peace is established from individ-
uals or partnerships 10 years after date
of payment, _

¢. OTHER PROCUREMENT RECORDS. (1) Invi-
tations to bid relating to contracts negotiated
under the First War Powers Act and Executive
Order No. 9001 except when used by contractors
to present a bid, in which case the form be-
comes the bid itself and not disposable under
this authority,

Destroy after final payment of the re-
lated contract,

(2) National Defense Program Personnel
Cards, '

Destroy after fina] bayment of the re-
lated contract.

(3) Radiographs, micrographs, macrographs,
and other films and prints acquired in the proc-
ess of inspecting matérie] prior to acceptance
by the Army, except those pertinent to unsettled
claims,

Destroy 6 months after final payment of
the related contract,

(4) Individual case files of proposed con-
tracts which were canceled prior to issuance of
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an award, including, but not limited to, orders
to procure, invitations to bid, formal and in-
formal bids, notices of inability to bid, abstract
of bids, specifications, proposals, and corres-
pondence relating thereto.
Destroy after 6 months.
(5) Preference Rating and Rerating Certifi-
cates.
Destroy issuing officer’s copy 6 months
after final payment of the related con-
tract, or 2 years after date of certificate,
whichever is longer; all other copies, 3
months after date of issue.
(6) Requests for Priorities and Preference

49

Ratings and requests for expediting assistance .

in connection therewith, except such records in
the custody of an installation administering the
contract to which they relate, in which case
these records will become a part of the contract
to which they pertain.
Destroy after 6 months.
d. Contractor’s Records, in the custody of
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the Army (as distinguished from Army con-
tract records), such as: personnel records of
employment constructing contractors; time
cards for contractors employees, and other con-
tractors records in the custody of the Army,
except: (1) contract property records (as pro-
vided in sec. VI, TM 14~910) and, (2) intelli-
gence files of government-owned contractor-
operated plant employees. (For disposition of
these records, see par. 77.)
Destroy 5 years after disposition of ter-
mination inventory by related war con-
tractor or Government agency; or 5 years
after final settlement of related war con-
tract; or 5 years after termination of
hostilities in the present war as pro-
claimed by the President or by a concur-
rent resolution of the two houses of Con-
gress, whichever applicable period is
longer, or after microfilming pursuant
to Office of Contract Settlement Regula-
tion No. 11, 24 January 1945,

Section XX. QUARTERMASTER FACILITIES

69. Permanent Files

Permanent cemeterial records consist of burial
registers (as required by law), reports and
summaries of interment and comparable docu-
ments, and statistical reports to State or local
vital statistics officials,

70. Disposal Standards

@, CEMETERIAL SERVICE, IN CONTINENTAL
UNITED STATES ONLY. (1) Grave Reservation
Files, consisting of requests for and granting
of grave reservations, and papers pertinent
thereto,

Destroy on interment of subject.

(2) Certificates of Inspector’s and Under-

taker’s Receipt for remains. ,
Destroy after 1 year.

(3) Records relating to headstone forms, and
quarterly reports of operations (that is, of bur-
ial, space, cost of operations, ete.).

Destroy after 5 years.

b. LAUNDRY AND DRY CLEANING OPERATIONS.
(1) Unit and Organizational Laundry Records,
such as Monthly Roster and Statements,
Weekly Collection and Delivery Sheets, the Hos-
pital and Organization Lists, and comparable
papers retained by a unit or organization as a

record of the delivery and receipt of laundry.
Destroy after 1 year,

(2) Station Laundry and Dry Cleaning Rec-
ords, including Reports of Laundry and Dry
Cleaning Operations, Abstracts of Enlisted and
Bulk Work, Abstracts of Work accomplished
for Individual Patrons, other documents relat-
ing to the receipt, processing, return, and ac-
counting for laundry and dry cleaning, and any
supporting documents thereto,

Destroy after 2 years, providing perti-
! nent records have been audited and
cleared,

- ¢, MESS MANAGEMENT. (1) Garrison Ration
Accounts and Records (other than when used
as an entry or a voucher to a Unit Fund) such
as daily stock cards, monthly recaps, and ad-
Justment papers.

Destroy after 1 year.

(2) Field Ration Accounts and Records, such
as Daily Ration Requests, Consolidated Ration
Requests, Monthly Ration Records, Mess At-
tendance Records, and similar Ppapers retained
by a unit or organization relating to the issue
of field rations. '

Destroy after 1 year. ‘

d. SALES COMMISSARY OPERATIONS, (1) Sales
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Officer’s Account, vouchers, subvouchers, and
supporting documents and attachments thereto,
consisting of shipping documents; copies of
purchase or delivery orders; receiving reports
(with related packing lists and tallies) ship-
ping tickets; property turn-in and issue slips;
Daily Cumulative Summaries of Field Rations
Issued; Monthly Abstracts of Supplies Trans-
ferred to Meat Market and of Ingredients Is-
sued to Bakery; Reports of Deposit; Reports of
Charge Sales; Inventories of Subsistence Sup-
plies; Reports of Survey; Certificates of Gains,
Losses, and Discrepancies; and comparable
documents, and other papers filed with vouch-
ers to the Sales Officer’s Account.

Destroy 2 years after audit and clear-

ance of the Sales Officer’s Account,

(2) Menu Recapitulation Journal, Consump-
tion Record, Menus, and comparable documents
or registers retained by the Sales Commissary
for planning or control purposes.

Destroy after 1 year, or when obsolete,
whichever is applicable.

(3) Depot Price Lists, and supplements
thereto, :
Destroy after 1 year, or when obsolete,

whichever is applicable.

(4) Monthly Commissary Operating State-
ment, or comparable reports of operations of
the Sales Commissary made to higher head-
quarters.

Destroy 1 year after audit and clearance
of the Sales Officer’s Account,

(5) Cash Sales and Charge Sales Books,
Charge Sales Slips, including attached informal
lists, machine detail tape, machine sales tickets,
and such other papers of the Sales Commissary
that relate to cash and charge sales by the sales
store, but are not filed with vouchers to the
Sales Officer’s Account.

Destroy 2 years after audit and clear-

‘31 Jul 45

ance of the Sales Officer’s Account.,

(6) Requisition Files or Documents, consist-
ing of station stock status reports, purchase re-
quests, requisitions, advice of action (such as
copies of purchase orders, copies of shipping
instructions, requests for bids, letters or tele-
grams of instructions to make substitutions),
and such other papers retained as a record of
the requisition of supplies for the Sales Com-
missary, but exclusive of such documents when

led with vouchers to the Sales Officer’'s Ac-
count, '
Destroy 1 year after audit and clearance
of the Sales Officer’s Account,

(7) Warehouse Files or Documents, consist-
ing of shipping documents, requisitions, and
such other papers which constitute notification
of due-in shipments or are used to plan space
utilization for incoming shipments.

Destroy on receipt of shipment, or on

“completion of plan for space utilization

of incoming shipment, whichever is ap-
© plicable. :

(8) Bakery and Meat Market Files, consist-
ing of property turn-in slips, memorandum re-
quests, tallies, and such other papers retained
as record of transfer of bread from and in-
gredients to the bakery, or of transfers of meat
to the meat market,

Destroy 2 years after audit and clear-
ance of the Sales Officer’s Account.

(9) Ration Requests, including requests for
troop train rations, consolidated ration requests,
memoranda of field ration issues, field ration
issue slips, or comparable documents retained
by the Sales Commissary relating to requests
for the issue of field rations, but which are not
filed with vouchers to the Sales Officer’s Ac-
count,

Destroy 1 month after audit and clear-
ance of the Sales Officer’s Account,

Section XXI. RATIONING OPERATIONS

71. Permanent Files

Staff studies and other policy papers which re-
late to the War Department’s participation in
the price control and rationing program are re-
tained in headquarters files, Other than these,
no files of continuing interest or long-time use-
fulness are accumulated as a result of rationing
operations.

72. Disposal Standards

a. Records pertaining to the ration banking
system, which include papers of the type: cop-
ies of deposit slips; notices of error in deposit
slips; statements of account; check stubs, re-
turned, unused, spoiled checks; registers and
control devices; pertinent correspondence; ra-
tion invoices and applications for replacement
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and advances of rationed foods contained in
other products; reports, and similar records,
Destroy after 1 year.
b. Register of applications for shoe purchase
certificates.
Destroy after 1 year,
¢. Records pertaining to the issue of account-
able OPA gasoline forms R593 and R594.
Destroy after 1 year or after inspection
and audit by the appropriate higher
command, whichever is sooner.,
d. Records pertaining to all phases of the
rationing program other than the three above
groups, which include papers of the type: card
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files of applicants, copies of orders Justifying
gasoline coupon issue, car pool records; appli-
cations for ration certificates and coupons used
In purchasing food, shoes, fuel oil, gasoline, and
other rationed commodities; registers and con-
trol devices; pertinent correspondence; reports
and similar records except for unused account-
able forms, which will be returned to the appro-
priate office,
Destroy after 3 months, or on inactiva-
tion of the administering installation,
or on discontinuance of pertinent ration-
ing brogram, whichever event ocecurs
first,

Section XXIl. REPAIRS AND UTILITIES

73. Permanent Files

The joint post-planning files — Master Plan
Files—of the post commander, post engineer,
and Engineer Board, consisting of maps, plans,
reports, photographs, and other documents
which designate the existing and proposed use
and development of land and water areas within
the post boundaries, constitute bermanent rec-
ords to be maintained at the station or installa-
tion, and on discontinuance of the installation
will be retired to the appropriate records depot.

74. Files Specially Handled

a. Permanent guide files to real property
maintained by the post engineer, consisting of
real property record cards, maps and lay-outs,
Specifications, surveys, reports, and similar
documents will be maintained at the installa-
tion or station unti] such time as the custody
and contro] of surplus real estate passes to the
Chief of Engineers, at which time the real prop-
erty records will be audited and transferred,
together with other bermanent guide files to
real property, including the last rendered Real
Property Inventory Report and Real Property
Utilization Report, to the representative of the
Chief of Engineers.

b. Records of the post engineer which are
likewise retained at the post and remain with
the grounds and buildings are as follows: fire
brevention and protection records, which relate
to the alarm brocedure, location of hydrants,
of available post fire-fighting equipment, sourceg
of supply, tables of distances and time-runs,

bressure in water mains, and liaison with near-
by civil or military fire organizations; and, rec-
ords of preventive maintenance relative to the
upkeep of buildings and grounds, necessary to
maintain essential data on the conditioning of
the buildings and grounds.

¢. Other classes of records which are perma-
nent in character, except for specific files de-
scribed under paragraph 75, consist of: utility
operating logs; data on operating instructions,
replacement parts, efficiency curves, fuel re-
quirements, and similar records; and records
of preventive maintenance relative to the up-
keep of equipment, including motor-driven
fire-fighting equipment. These records will re-
main on the premises with the equipment and
machinery to which they relate, and are trans-
ferable with such equipment.

d. Project files relating to construction ac-
complished by post engineers with funds allo-
cated by the Office, Chief of Engineers (for-
merly by the Constructing Quartermaster) will
be transferred to the Office of the District En-
gineer having jurisdiction upon completion of
the project, for processing prior to retirement
to the Contract Records Branch, AGO. (See
pars. 67 and 68.)

75. Disposal Standards Applicable
to Post Engineer Files

a. Records relating to the repair and upkeep
of buildings, structures, sewers, roads, walks
and  grounds, railroads, runways, airfield
aprons, target ranges and shooting galleries,
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accessory installed equipment, special-purpose
vehicles, and similar installations, grounds, and
equipment, including the construction of hous-
ing facilities for troops on field exercises, other
minor construction, alteration or diminution of
the physical plant, and the installation or re-
placement of accessory installed equipment:

(1) Progress and Work Reports, including
correspondence and other papers related
thereto.

Destroy daily reports after 1 year, or on
inactivation of installation; destroy all
other reports after 2 years,

(2) Work Orders and Authorizations Files,
such as Work Orders, Job Requests, Work Or-
der Registers, Job Registers, and related papers
filed with a work order file, except those di-
rectly associated with contract work.

Destroy after 3 years.

(3) Availability Reports on Real Property
Facilities, such as reports on the housing of
enlisted men, reports of refrigeration facili-
ties, reports on purchased and well-water sup-
ply, real property utilization reports, real prop-
erty inventory reports, similar reports, and
correspondence and other Papers relating
thereto.

Destroy after 2 years; or destroy on
discontinuance of the station or instal-
lation, except the last rendered Real
Property Utilization Report and Real
Property Inventory Report.

b. Records relating to the inspection of equip-
ment, buildings, and grounds, and the syste-
matic checking on the efficiency of utility serv-
ices:

(1) General Inspection Reports, including
correspondence and other papers relating
thereto.

Destroy daily reports after 2 months,
or on inactivation of the installation;
destroy all other reports after 2 years.

(2) Equipment and Equipment Parts In-
spection Records, consisting of testing reports,
and related papers, on valves, gauges, fittings,
insulation, wiring and connections, grease
traps and oil interceptors, all safety devices
and electrical equipment, firehose, hydrants,
thermometers, compressors, motors, tanks,
boilers, ete., but exeluding records when relat-
ing to storage batteries which are subject to
manufacturer’s guarantee provisions of serv-
ice life, the reports relating to which are dis-
posable on termination of guarantee provisions.
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Destroy after 2 years.

(3) Service Economy Reports, including cor-

respondence and other papers relating thereto.
Meter reading reports, and similar rec-
ords, destroy after 8 years; Reports of
Excessive Consumption or Abuse of Fa-
cilities, destroy after 2 years.

¢. Laboratory Testing Files, relating to lab-
oratory testing of tools and parts of equipment,
water, brine, sewage, and related testing and
sampling, including correspondence and work
papers, except laboratory test reports contained
i utility operating logs.

Destroy after 2 years, or on discontinu-
ance of installation.

d. Records relating to the operation of cen-
tral heating plants, water supply, sewage treat-
ment, repair shops, ete., and of the fire-fight-
ing service, and consisting of records of the
type of utility reports on particular plant or
shop operations, and fire-fighting records of
the type of minutes of safety meetings and rec-
ords of attendance, individual fire runs and
fire reports, fire record journal forms, reports
on existing fire hazards, card files showing
service on each fire extinguisher, correspond-
ence, and other related papers, except for op-
erating logs.

Destroy after 2 years, or on discontinu-
ance of station or installation.

e. Records relating to the instruction and
training of fire-fighting details, consisting of
personnel records, drill and equipment reports,
and related correspondence and other related
papers. ,

Destroy after 2 years, or on discontinu-
ance of the installation.

f. Property Records, relating to the storage
and issue of fuel, tools, fire-fighting equipment,
and other construction and maintenance equip-
ment, except such records perlaining to lend-
lease, rectprocal aid, and civilian supply.

(1) Accountable Property Records, consist-
ing of stock record cards, shipping documents,
tallies, other property vouchers, and voucher
registers equipment cards, and requisitions on
storekeeper.

Destroy 2 years after property audit
and clearance, except stock record cards
for items of supply and equipment
transferred to the Chief of Engineers,
and contract property records as defined
in AR 35-6700.

(2) Memorandum Receipt File, consisting
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of memorandum receipts for supplies or equip-
ment issued by the post engineer.
Destroy on return of property, on con-
solidation, or otherwise satisfactory ac-
counting of responsibility.

g. CosT ACCOUNTING RECORDS: (1) Daily
and Interim Cost Accounting Records, such as
the daily labor reports, requisitions on store-
keeper, cost distribution vouchers, voucher reg-
isters, summary of labor and material, ete.

Destroy 2 years after engineer audit
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and clearance,

(2) Cost Accounting Ledgers, such as cost
ledger sheets for feature and subfeature ac-
counts and for reconciliation accounts.

Destroy 2 years after last engineer
audit involving such record.

(3) Reports such as station cost reports,
individual project reports, etc.

Destroy 2 years after engineer audit
and clearance of pertinent accounts.

Section XXIll. RESEARCH AND DEVELOPMENT

76. Permanent Files

. GENERAL. Records which relate to research
on and development of supplies and equipment,
which concern physical and chemical develop-
ing and testing, specifications, quality control,
drafting and design, experimentation, and
comparable activities, including liaison with
other Army, governmental, and civilian agen-

cies, constitute permanent records.

b. SPECIAL HANDLING. Noncurrent files of
the Army Air Forces relating to matériel re-
search, engineering, and development will be
centralized under the Air Technical Service
Command, as directed by the Commanding
General, Army Air Forces.

Section XXIV. SECURITY AND INTELLIGENCE -

77. Permanent Files

a. GENERAL. Records pertaining to security
and intelligence activities which are of perma-
nent or long-time value include civilian and
military intelligence files, and files pertaining
to alert, emergency, defense, disaster, and re-
lief plans or studies.

b. INTELLIGENCE FILES OF (GOVERNMENT-
OWNED, CONTRACTOR-OPERATED PLANT EMPLOY-
EES. When a Government-owned, contractor-
operated plant is closed or placed on a stand-
by status, all individual intelligence files of
contractor employees no longer employed which
are in the custody of the War Department are
shipped to the Discontinued Projects Branch,
AGO,

78. Special Handling of Files

The personnel files, including questionnaires,
201 correspondence files, basic personnel reec-
ords (WD PMGO Form 8, or similar forms),
prisoner of war classification card (WD AGO
Form 20, or similar forms), individual pay
data card, individual deposit book, and similar
records of captured enemy personnel and in-
terned enemy aliens, will be forwarded on re-
patriation of the prisoner of war or civilian

internee to The Provost Marshal General’s Of-
fice( ATTENTION : Prisoner of War Informa-
tion Bureau) for processing prior to retire-
ment to the War Department Records Branch,
AGO.

79. Disposal Standards

a. Indexes and card files on: individuals re-
sponsible for safes; criminal records of per-
sonnel; undesirable personnel ; information per-
taining to confidential investigations of em-
ployees; release of classified drawings and spee-
ifications.

Destroy on supersession, or when obso-
lete.

b. Files and indexes on passes issued, vis-
jtors’ permits and registers including author-
ity for visit, permission to take photographs,
issuance of automobile permits.

Destroy on supersession, or when obso-
lete.

¢. Guard reports, assignments, and marks-
mangship records.

Destroy after 1 year.

d. Injury and accident reports, with re-
lated correspondence and records, pertaining
to plant and motor vehicle aceidents (such as
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WD AGO Forms 501, 502, 503, 504, 5086, 508,
509, and similar forms),
Destroy after 1 year,

e. Security and safety literature, instruc-
tions, directives, and records pertaining to
safety training courses and first aid classes.

Destroy on supersession, or when ¢bso-
lete.

f. Safety inspection reports, fire and fire drill
reports and related correspondence; records on
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fire department activities, fire hazards, and

authority to use open flame or heat-producing

equipment (exclusive of post engineer files).
Destroy after 1 year.

g. Occupational Hazards Records, such as
reports and charts on TNT poisoning and der-
matitis cases, and papers relating to the peri-
odic examination of individuals to determine
ability to perform certain kinds of work.

Destroy after 1 year,

Section XXV. SUPPLY

80. Permanent Files

Records of long-time or permanent value which
relate to supply operations fall into three cate-
gories: (1) contract property accounts, which,
in contrast to military property accounts, re-
flect the quantities of property owned by the
government and administered by the War De-
partment, furnished to War Department con-
tractors under contract, and the consumption,
disposition, or other accounting for property
so furnished, as defined in AR 35-6700; ¢2)
military property accounts covering property
furnished to foreign governments under
authority of the Lend-Lease Act as defined in
AR 35-6700; and (3) monthly (or longer-time
period) stock summary reports reflecting the
over-all supply movements to and from supply
establishments. The disposition of the records
under (1) above, will be as provided for other
records of the contract or contracts to which
they relate after the audit and clearance of any
discrepancies in certificates of audit.

81. Disposal Standards

@. GENERAL. Inventory and Adjustment Files
or Documents, filed at the station or installa-
tion headquarters (and not filed as a voucher
to an accountable officer’s file) such as, inven-
tory adjustment reports, reports of survey,
and similar documents, and attachments there-
to, which relate to an inventory of supplies and
adjustments to property accounts, except for
files and documents pertaining to lend lease,
reciprocal aid, and civilian supply.

Destroy after 3 years.

(See also pars. 69 and 70.)

b. UNIT AND ORGANIZATIONAL SUPPLY. Prop-
erty Records, consisting of company property
books; jacket files containing records such as
requisitions, property issue and turn-in slips,

statements of charges, reports of survey, ad-
justment vouchers, shipping tickets and docu-
ments, tally slips; other documents forming a
part of a nonaccountable property account, in-
cluding reports and correspondence relating
thereto.
Destroy after approval by the post,
camp, station, or similar installation
commander after annual Inspection, pro-
vided no administrative action is re-
quired by the inspector’s report; or de-
stroy on inactivation or disbandment
after examination of the company prop-
erty books as directed by AR 35-6700.

¢. OFFICE OR “HOUSEKEEPING” SUPPLIES AND
PROPERTY, (1) Property Accounting Records,
which relate to the receipt, storage, issue of
property for use within the statjon or installa-
tion (that is, station complement and house-
keeping property) consisting of stock record
cards, copies of purchase orders, property turn-
in and issue slips, memorandum receipts, ship-
ping documents, tallies, and other documents
filed with vouchers to a stock record account,

Destroy 2 years after audit and clear-
ance,

(2) Memorandum Receipt Jacket File, con-
sisting of property issue and turn-in slips, mem-
orandum receipts, and related papers filed with
memorandum receipts maintained as a record
of station or installation property held on mem-
orandum receipt, but not to include such docu-
ments filed 1wwith vouchers to the stock record
account,

Destroy on turn-in of equipment, on con-
solidation, or other Proper settlement of
accountability,

(3) Records relating to the receipt and issue
of military property when not recorded on an
accountable stock record account of the instal~
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lation (this applies to installations which do
not maintain an accountable stock record ac-
count) or on a Memorandum Receipt account
of the installation consisting of stock cards, is-
sue and turp-in slips, shipping documents, cop-
ies of purchase orders, tallies.
Destroy after 2 years or on turn-in of
equipment, other * proper settlement of
responsibility, or on consolidation, which-
ever is applicable.

d. StarioNn SuppLy. The term ‘“station” as
used herein refers to posts, camps, stations,
Army Air Forces bases and fields, and other
installations directly supplying troops.

(1) Stock Record and Stock Control Ac-
count, vouchers, and supporting documents and
attachments thereto, consisting of stock record
cards or any equivalent forms used in lieu
thereof, and documents such as shipping docu-
ments, requisitions, purchase requests, copies of
purchase orders, property issue and turn-in
slips, inventory adjustment reports, reports of
survey and other papers filed with vouchers to
the Stock Record Account, and including reg-
isters of vouchers to the stock account or com-
parable registers, except records relating to con-
tract property, lend-lease, reciprocal aid, and
cwilian supply.

Destroy 2 years after audit and clear-
ance,

(2) Memorandum Receipt Jacket File, con-
sisting of property issue and turn-in slips, mem-
orandum receipts, but not to include documents
flled with vouchers to the Stock Record Ae-
count,

Destroy on turn-in of equipment, on con-
solidation, or other proper sertlement of
accountability,

(3) Due-In or Notice of Shipment Files or
Documents, consisting of requisitions, shipping
orders, copies of purchase orders, shipping
documents and tickets, and other documents re-
tained by a Station Supply Branch as a record
of due-in shipments, as a notification of ship-
ment, or for purposes of warehouse space utili-
zation planning, but which are not filed with
vouchers to the Stock Record Account.

Destory 3 months after receipt of incom-
ing shipment,

(4) Station Supply Reports and correspon-
dence relating thereto, consisting of station
stock status reports, reports on status of equip-
ment, or comparable reports and correspondence
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on the status of supply, excess stock, and re-
distribution of stock.
Destroy after 2 years.

(5) Salvage Property TFile consisting of
property turn-in slips, reports of survey, War
Department  Shipping Documents, tally-ins,
tally-outs, and other papers filed in the salvage
property file including stock record cards, reg-
isters, card indices and similar control devices,
but exclusive of salvage contract files and con-
tract property files as defined in AR 35-6700.

Destroy 2 years after audit and clear-
ance of accountable officers property ac-
count to which file relates, and provided
audit examination required by TM 14-1010
has been completed.

(6) Packing, Crating, and Shipping Speci-
fications, correspondence, and papers relating
thereto.

Destroy on supersession, or when obsolete,
¢. DEror Suppry. The term “depot” as used
herein refers to all supply establishments of
ASF technical services and the Army Air Forces,
maintained for the storage and issue of supplies,
as distribution, key, port stock, filler, and
reserve depots, and comparable establishments
in theaters of operations and commands
outside the continental limits of the Unijted
States,

(1) Due-In or Notice of Shipment Document
Files, consisting of documents indicating due-in
shipments, such as: copies of contracts, change
orders, purchase orders, or supplemental agree-
ments; copies of shipping orders, delivery orders,
or distribution orders; copies of vendor’s
shipping documents or War Department Ship-
ping Documents, constituting notices of ship-
ments; wire report of shipments; copies of pur-
chase orders covering depot procurement; or
any comparable document retained by a depot
8s a notice of shipment, and including Due-In
Document Registers, or any register used for
a comparable purpose.

Destroy 3 months after receipt of ship-
ment,

(2) Car Arrival Reports, or ecomparable
documents utilized for the purpose of initiat-
ing diversions of shipments or immediate re-
shipment,

Destroy 3 months after accomplishment
of diversion or reshipment.

(3) Stock Record and Stock Contro! Account
vouchers, and supperting documents and at-
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tachments thercto, consisting of Stock Record
Cards or any equivalent forms used in lieu
thereof, and consisting of files as follows (spe-
cifically excluded from this coverage are records
relating to contract property and lend-lease, recip-
rocal aid, and civilian supply transactions):

() Debit Voucher File, consisting of shipping
documents, discrepancy reports, copies of pur-
chase orders, packing lists, skipping tickets,
property turn-in slips, or other documents filed
with vouchers to a Debit Voucher File.

(6) Inventory and Stock Record Adjustment
Voucher File, consisting of inventory adjustment
reports, reports of survey, and other stock record
adjustment vouchers, or other documents con-
stituting adjustment vouchers to the Stock Record
Account, .

(¢) Requisition Files (or Credit Voucher File)
consisting of requisitions or shipping orders, sub-
stitution advices, extract requisitions, cancelation
advices, purchase requests, War Department
Shipping Documents, and other documents filed
in a Requisition File supporting action taken on
a requisition or shipping order.

(@) Unserviceable Property File, consisting of
War Department Shipping Documents, or com-
parable documents which are filed in an Unservice-
able Property File as a record of property held
pending repair, reclamation.

(e) Stock Record Voucher Files, which con-
stitute a combination of any of the above.

(f) Stock Accounting and Stock Control Reg-
isters, such as debit voucher registers, stock record
adjustment voucher registers, requisition control
and credit voucher registers, or other registers
maintained for comparable purposes.

Destroy 2 years after audit and clearance.

(4) Salvage Property File consisting of property
turn-in slips, reports of survey, War Department
Shipping Documents, tally-in, tally-out, and other
papers filed in the salvage property file including
stock records cards, registers, card indices and
similar contro! devices, but exclusive of salvage
contract files and contract property files as defined
in AR 35-6700.

Destroy 2 years after audit and clearance
of the accountable officer’s property ac-
count to which the file relates, and provided
audit examination required by TM 14-1010
has been completed.
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(5) Shortage Report File, consisting of reports
transmitted by the depot to a technical service
stock control point by air mail, teletype, or other
means, for determination of a secondary source
of supply.

Destroy after 3 months.

(6) Advice of Availability File, consisting of
reports by a technical service stock control point
to a depot by air meil, teletype, or other means,
indicating a secondary source of supply for items
appearing on a shortage report,

Destroy after 3 months.

(7) Requisition Files, consisting of requisitions,
correspondence, and other papers relating thereto,
but exclusive of such documents—

(a) When accountability is involved;

(6) When in direct support of a purchase

transaction;
(¢) When filed in a due-in or notice of shipment

document file;

(d) When retained for warehousing purposes
in connection with the receipt or shipment of
supplies; or

(¢) When relating to lend-lease, reciprocal aid,
and civilian supply.

Destroy after 3 months,

(8) Stock Catalog Files, consisting of master
stock catalog card files and other papers which
relate to the assignment and use of stock numbers
and nomenclature,

Destroy on supersession, or when obsolete.

(8) Tables of Organization, Equipment, Basic
Allowances, or comparable tables or lists which
govern the issue of equipment and supplies to
units and organizations.

Destroy on supersession, or when obsolete.

(10) Electrical Accounting Machine Card Files,
which reflect stock transactions affecting the
stock status of supply establishments,

Destroy on supersession, or when obsolete.

(11) Supply Reports, which reflect the move-
ment of supplies and the stock status of supply
establishments, such as stock status reports, excess
stock reports, stock analysis reports, and related
correspondence, but exclusive of daily availability
listings and monthly stock summaries (or longer
time-period stock summaries).

Destroy after 2 years.
(12) Daily Availability Listings.
Destroy after 3 months.
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(13) Inventory and Reconciliation Stock Bal-
ance Sheets, or comparable work papers used for
purposes of inventory, reconciliation, or adjust-
ment of stock balances.

Destroy in 6 months, or on completion of
next inventory, reconciliation, or adjust-
ment, whichever is applicable.

(14) Warehouse Planning and Lay-out Files
or Documents, consisting of warehouse, shed,
or open storage space planning and lay-out dia-
grams, or comparable papers relating to space
planning or lay-out.

Destroy on supersession, or when obsolete.

(15) Locator Record Files or Documents,
consisting of locator sheets, cards, tags, such
as space control sheets, location sheets, location
cards, bin tags, and other papers constituting a
part of a location system for supplies and equip-
ment, or utilized as a check or inventory of stock
location,

~ Destroy on supersession, or when obsolete.

(16) Storage Registers, such as voucher assign-
ment registers, shipping control registers, tally
number registers, and comparable devices main-
tained for storage control purposes.

Destroy after 1 year,

(17) Memorandum Receipt Jacket File, for
installation property held on memorandum re-
ceipt consisting of property issue slips, property
turn-in slips, memorandum receipts, and related
papers filed with memorandum receipts, but not
to include such documents filed as vouchers 10 a stock
record account.

Destroy on turn-in of equipment, on con-
solidation, or other proper settlement of
accountability.

(18) Warehouse Receiving Files or Documents,
consisting of car arrival reports, War Department
Shipping Documents, tallies, or comparable docu-
ments retained for the purpose of car spotting,
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for the assignment of labor and equipment, for
unloading of supplies, and other purposes in con-
nection with the receipt of supplies at depot
warehouses.

Destroy 3 months after receipt of shipment.

(19) Warehouse Shipping Files or Documents,
consisting of War Department Shipping Docu-
ments, tallies, reports of outbound freight cars,
work assignment sheets used for stock picking,
coples of stock or packing tags, or comparable
documents retained by the warehouse after ship-
ment and utilized for the purpose of picking,
packing, and loading stock for shipment.

Destroy 8 months after shipment.

(20) Labor Pool and Equipment Operating
Files, consisting of records relating to the assign-
ment and utilization of labor and equipment for
warehousing activities, such as work assignment
sheets, working reports of the operation of mate-
rials handling equipment, daily work reports show-
ing such information as the date, shift, cars or
trucks loaded or unloaded, and comparable epera-
tional papers.

Destroy after 6 months.

(21) Storage Reports, consisting of depot space
and operating reports, monthly materials handling
reports, or comparable reports relating to over-all
storage operations and made to higher head-
quarters,

Destroy after 2 years,

(22) Reference Files of Standard Nomenclature
Lists, Interchangeable Stock Numbers, standard
stock catalogs, supply catalogs, and similar supply
reference aids.

Destroy on supersession, or when obsolete.

(23) Packing Specifications Files, consisting of
packing manuals, lists, bulletins, and other issu-
ances which relate to packing, packaging, and
crating instructions and specifications.

Destroy on supersession, or when obsolete.

Section XXVI. TRANSPORTATION

82. Permanent Files

Car record books, constituting a record of every
car handled and containing information necessary
to check demurrage bills and agreement abstracts
submitted by carriers in support of bills, are
maintained in offices of transportation officers
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in accordance with AR 55-175 and constitute
long-time or permanent records.

83. Disposal Standards
@. OPERATING REcorps. (1) Property Re-
ceived and Property Shipped Bill of Lading
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Files, consisting of freight bills, bills of lading,
War Department Shipping Documents, express
receipts, tally sheets, way bills, dray tickets,
holding orders, diversion orders, switching orders,
demurrage reports, and other papers relating
thereto, excluding bills of lading and supporting
documents on which a elaim s outstanding and such
Siles and documents pertaining to lend-lease, re-
crprocal aid, and civilian supply shipments, and to
shipments of property of lend-lease governments by
United States Army installations.
Destroy after 5 years.

(2) Houseliold Shipment Files, consisting of
bills of lading, travel orders, and supporting docu-
ments relating to shipment, receipt, packing,
crating, and storage of household goods and
personal effects.

Destroy 5 years after completion of ship-
ment.

(3) Transportation Requests and Meal Ticket
Files or documents, consisting of retained copies
of transportation requests or meal tickets, trans-
portation certificates for Passenger travel, travel
orders, correspondence, and other papers relating
to the issue of transportation requests and meal
tickets.

Destroy after 5 years.

(4) Cancelled Bills of Lading, Transportation
Request and Meal Ticket Files? consisting of
retained copies of canceled bills of lading, trans-
portation requests or meas) tickets, correspondence,
and other papers filed therewith.

Destroy after 5 years.

(5) Army Reservation Buresu Records, con-
sisting of applications and requests for reser-
vations and accommodations, and ecard indexes,
correspondence, reports, and related documents
pertaining thereto,

Destroy applications and requests for
reservations and accommodations sfter
6 months or on inactivation; destroy all
other records after 2 years, or on inae-
tivation,

(6) Reports of Approved Transportation Re-
quests, such as monthly reports of approved
transportation requests or comparable reports
made to a higher headquarters.
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Destroy after 2 years, or on inactivation.

(7) Car Control Records and Reports, which
reflect cars en route, received, placed, loaded,
unloaded, dispatched, and the amount of freight
to be moved, such as car situation reports, tank
Car reports, car movement reports, freight car
requirement reports, and similar car control
records relating thereto, but exelusive of car record
books as deseribed in paragraph 52,

Destroy after 6 months,

(8) Confirmations on route orders and ODT
Unit Permits issued by the Office of the Chief of
Transportation.

Destroy after 5 years.

(9) Storage-in-transit Files or Documents, con-
sisting of Transit Reshipping Certificates, Records
of Transit Freight Bill and Tonnage Credits, and
other documents relating thereto.

Destroy after 5 years.
(10) Tariff, rate and routing publications,
Destroy on supersession, or when obsolete.

b. REcorDS RELATING TO THE ISSUE OF Braxx
Forms. (1) Transportation Requests, Bills of
Lading, and Meal Ticket Requisition Files, con-
sisting of: requisitions for accountable irans
portation forms (transportation requests, trans-
portation requests identification cards, bills of
lading, and meal tickets, which are subject to
special control by reason of accountability for
such forms); acknowledgments of the receipt of
such documents; correspondence and other papers
which relate to the accountability for such forms,
providing listings, receipt cards, registers, or
similar control devices are maintained showing
the receipt and disposition of such forms,

Destroy after 5 years, if listings, ete., are
maintained; if not, destroy as for (2) below.

(2) Listings, Receipt Cards, Registers, or simi-
lar control devices showing the issue or receipt of
blank transportation accountable forms, that is,
trapsportation requests, transportation requests
identification cards, bills of lading, and meal
tickets which are subject to special control by
reason of the monetary value of the forms,

Destroy after 10 years,
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APPENDIX |

LOCATION AND ADDRESSES OF RECORDS DEPOTS
AND DEPOSITORIES

1. Service Command Records Depots

Command Location and addresses

1st Service Command 808 Commonwealth Avenue,
Boston 15, Massachusetts

2d Service Command Teaneck Armory, Teaneck & Liberty Roads,
West Englewood, New Jersey

3d Service Command 601 South Haven Street,
Baltimore 24, Maryland

4th Service Command Commanding General, Fourth Service

Command, Atlanta 3, Georgia
(ATTENTION: Records Administrator)

5th Service Command Fort Hayes, Columbus 18, Ohio

6th Service Command Butler Building, 111 North Canal Street,
Chicago 6, Illinois

7th Service Command 16th and Cuming Streets,
Omaha 2, Nebraska

8th Service Command San Antonio Army Service Forces Depot,

Grayson Street Station,
: San Antonio 8, Texas
9th Service Command Scowcroft Building, Ogden, Utah

Military District of Washington War Department Records Branch, AGO
219 North Lee Street,
Alexandria, Virginia

2. Oversea Records Depots

AFRICA—ASIA
Africa—Middle East Theater:
Headquarters Records Depot APO 787, c/o Postmaster
New York, N. Y,
Subdepots West African Service Command

APO 606, c/o Postmaster
New York, N. Y.
North African Service Command
APO 600, c/o Postmaster
New York, N. Y.
Persian Gulf Service Command Records Depot

APO 523, c/o Postmaster

New York, N. Y.

USAF, India Burma Theater Central Records Depot
(includes all organizations serving in China) Base General Depot No. 2
APO 465, ¢;0 Postmaster
New York, N. Y,
59
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AMERICA—NORTH, SOUTH, AND CENTRAL

Command

Alaskan Department

Antilles Department

Bermuda Base Cornmand

Greenland Base Command

Iceland Base Command

Newfoundland Base Command *

Panama Canal Department

Location and addresses

Records Depot

APO 942, ¢fo Postmaster
Seattle, Washington
Records Depot

APO 851, c/o Postmaster
Miami, Florida

Records Depot

APQO 856, c/o Postmaster
New York, N. Y.
Records Depot

APO 858, c/o Postmaster
New York, N. Y.
Records Depot

APO 860, c/o Postmaster
New York, N. Y.
Records Depot

APO 862, c/o Postmaster
New York, N. Y.
Records Depot

APO 834, ¢/o Postmaster
New Orleans, Louisiana

EUROPE

USF, European Theater

USAF, Mediterranean Theater of Operations

AG Inactive Records Depot (Prov.)
APO 562, ¢c/o Postmaster

New York, N. Y.

MTOUSA Records Depot

APO 512, ¢/o Postmaster

New York, N. Y.

PACIFIC

USAF, Pacific
Australia and that portion of New Guinesa
south of and including Lae:

All other areas under AFWESPAC

Hawaiian Department and AFMIDPAC

Central Records Depot No. 1
Headquarters, Australian Base Section,
AFWESPAC, APO 923, c¢/o Postmaster
San Francisco, California

Central Records Depot No. 2

AG Field Unit

APO 75, c/o Postmaster

San Francisco, California

Central Records Depot No. 3
Headquarters, USAFPOA,

APO 958, ¢/o Postmaster

San Francisco, California
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3. War Department Records Depositories
Depository

War Department Records Branch, AGO

Demobilized Personnel Records Branch, AGO

(except World War I section)
Discontinued Projects Branch, AGO

Contract Records Branch, AGO

AAF Contract Records
AAF Still Photographic Records

~

AAF Motion Picture Photographic Records
Signal Corps Still Photographic Records

Signal Corps Motion Picture Photographie

Records

Organization Records Branch, AGO

Demobilized Personnel Records Branch, AGO

(World War I section)
Clinical Records Branch, AGO

Records Service Branch, AGO

AGO 25964
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Location and address

219 North Lee Street
Alexandria, Virginia

4300 Goodfellow Boulevard

St. Louis 20, Missouri.

911 Douglas Street

Omaha 8, Nebraska

4300 Goodfellow Boulevard

St. Louis 20, Missouri

Wright Field, Dayton, Ohio
Photographic Division, AC/AS
Intelligence, Army Air Forces
Washington 25, D. C.

Motion Picture Services Division, AC/AS
Intelligence, Army Air Forces

1 Park Avenue, New York, N. Y,
Army Pictorial Service

Office of the Chief Signal Officer
Washington 25, D. C.

Signal Corps Photographic Center
Office of the Chief Signal

Officer, 35-11 35th Avenue

Long Island City, New York
Savannah Army Service Forces Depot,
Sevannah, Georgia »
209 South Main Street,

High Point, North Carolina,

4300 Goodfellow Boulevard

St. Louis 20, Missouri

4300 Goodfellow Boulevard

St. Louis 20, Missouri
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APPENDIX i

ALLOCATIONS TO SERVICE COMMAND RECORDS DEPOTS

1. Units

a@. GENEraL. Within the continental United
States, noncurrent files of provisional units,
bulk allotment units, permanent party (ZI)
T/O units of Army Air Forces, student train-
ing regiments, OCS regiments, replacement
training regiments, and similar units pertinent
to the activities listed below, but exclusive of
T/O upits as defined in paragraph 3, will be

Station complement

Service command district offices
Recruiting and induction stations
Separation centers

Reception stations

Special training units
Redistribution stations

Oversea replacement depots
Processing centers

Disciplinary barracks

transferred to the appropriate ASI' service
command records depot as indicated in para-
graphs 2 through 4, below.

b. ArMy Service Forces. (1) Army Service
Command units organized under an authoriza-
tion of personnel issued by the commanding
general of the service command. Activities com-
ing within the scope of this designastion sre
illustrated as follows:

Rehabilitation centers
Recreation camps and areas
Training centers and schools
Convalescent hospitals
Station medical activities
Maintenance shops

POW camps

AG depots

Laundries

Laboratories

(2) Technical service units, that is, units organized under authorizations of personnel issued by the

chief of an AST technical service.

Station complement

Training centers

Schools

(Government-owned manufacturing plants)
Proving grounds

Depots, arsenals, remount depots

Motor bases

¢. ArMY Grounp Forces,
AGPF Schools
Boards
Centers
Replacement Training Centers
Advance Replacement Centers
Replacement and School Command
Replacement Depots
Training Centers
d. Army A Forces. (1) Army Air Forces
base units as defined in AAF Regulations 20-
52, that is, those which the commanding general
or commanding officer of an AAF command

Activities coming within the scope of this designation are as follows:

Maintenance shops
Ports

Staging areas
Laboratories
Boards

Area engineer offices and construction projects

designates and organizes with permanent party
personnel to operate a base or other establish-
ment or activity under the jurisdiction of the
AAF command.

(2) Permanent party (ZI) T/O units in-
cluding both those subsequently redesignated as
AAF base units and those for which no AAF
base unit was substituted.

2. Amy Ground Forces

Noncurrent files of Army Ground Forces as in-
dicated below will be transferred to the Service
Command Records Depot as follows:

AGQ 25964
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Army Ground Forces activity
Haq. Replacement & School Command
Infantry Replacement Training Center
Infantry Replacement Training Center
Infantry Replacement Training Center
Infantry Replacement Training Center
Infantry Replacement Training Center
Infantry Replacement Training Center
Infantry Replacement Training Center
Infantry Replacement Training Center
Infantry Replacement Training Center
Infantry Replacement Training Center
Infantry Replacement Training Center
Infantry Replacement Training Center
Infantry Replacement Training Center
Infantry Replacement Training Center
Infantry Advanced Replacement Training Center
Field Artillery Replacement Training Center
Field Artillery Replacement Training Center
Cavalry Replacement Training Center
Armored Replacement Training Center
Tank Destroyer Replacement Training Center
AGF Replacement Depot No. 1
Headquarters Armored Center
Armored Board
Headquarters Airborne Center
Airborne Board
Armored School
Cavalry School
Coast Artillery School
Field Artillery School
Infantry School
Parachute School
Tank Destroyer Schoal
Cavalry Board
Coast Artillery Board
Field Artillery Board
Infantry Board
Rocket Board
AGF Replacement Depot No. 3
Headquarters Tank Destroyer Center
Tank Destroyer Board
Headquarters Antiaireraft Command
Antiaircraft Replacement Training Center
Antiaireraft School
Antiaircraft Board
Landing Vehicle Board
AGF Replacement Depot No. 2
1st Hq. & Hg. Detachment Special Troops, AGF

3. Army Air Forces
a. Noncurrent files of the Army Air Forces

will be transferred to specified ASF service

™ 12-259

SvC
2d

Location
Birmingham, Alabama
Camp Gordon, Georgia
Camp Howze, Texas
Camp Croft, S. C.

Camp Blanding, Florida
Camp Fannin, Texas
Camp Hood, Texas

Camp Livingston, La,
Camp Maxey, Texas

Fort MecClellan, Alabama
Camp Roberts, California
Camp Jos. T. Robinson, Ark.
Camp Rucker, Alabama
Camp Wheeler, Georgia
Camp Wolters, Texas
Camp Shelby, Mississippi
Fort Bragg, N. C.

Fort Sill, Oklahoma

Fort Riley, Kansas

Fort Knox, Kentucky
Camp Hood, Texas

Fort George G. Meade, Md.
Fort Knox, Kentucky
Fort Knox, Kentucky
Camp MacKall, N, C.
Camp MacKall, N, C.
Fort Knox, Kentucky
Fort Riley, Kansas

Fort Monroe, Virginia
Fort Sill, Oklahoma

Fort Benning, Georgia
Fort Benning, Georgia
Camp Hood, Texas

Fort Riley, Kansas

Fort Monroe, Virginia
Fort Bragg, N. C.

Fort Benning, Georgia
Fort Sill, Oklahoma
Fort Riley, Kansas
Camp Hood, Texas

Camp Hood, Texas

Fort Bliss, Texas

Fort Bliss, Texas

Fort Bliss, Texas

Fort Bliss, Texas

Fort Ord, California
Fort Ord, California
Fort Ord, California

3d-
4th

6th

8th

9th

command records depots upon the basis of the
particular air force or AAF command affected
rather than upon the basis of geographical lo-
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cation. Allocation to ASF service command rec-
ords depots is indicated below :

Designated ASF
Service Command

AAF command Records Depot

Air Technical Service Command
Headquarters, Wright Field

Dayton, Ohio 5th
Fairfield ATSC

Fairfield, Ohio 5th
Atlantic Overseas ATSC

Newark, New J ersey 2d
Rome ATSC

Rome, New York 2d
Middletown ATSC

Middletown, Pennsylvania 3d
Miami ATSC

Miami, Florida 4th
Mobile ATSC

Mobile, Alabama 4th
Warner Robins ATSC

Warner Robins, Georgia 4th
Oklahoma City ATSC

Oklahoma City, Oklahoma 8th
San Antonic ATSC

San Antonio, Texas 8th
Ogden ATSC

Ogden, Utah 9th
Pacific Overseas ATSC

Oakland, California 9th
Sacramento ATSC

Sacramento, California 9th
San Bernardino ATSC

San Bernardino, California 9th
Spokane ATSC :

Spokane, Washington 9th
AAF Training Command

Headquarters ‘

Fort Worth, Texas 8th
Eastern Flying Trng Comd

Maxwell Field, Alabama 8th
Central Flying Trng Comd

Randolph Field, Texas 8th
Western Flying Trng Comd

Santa Ana, California 8th
Eastern Tech Trng Comd

St. Louis, Missouri 8th
Western Tech Trng Comd

Denver, Colorado 8th

Air Transport Command
North Atlantic Division
Manchester, New Hampshire 1st
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Designated ASF
Service Command

AAF command Records Depot

Caribbean Division

West Palm Beach, Florida 3d
Ferrying Division

Cincinnati, Ohio 6th
Alaskan Division

Edmonton, Canada 7th
Pacific Division, West Coast Wg.

San Francisco, California 9th
502 Field Division

Washington, D, C. MDY
Army Air Forces Center

Orlando, Florida 4th
I Troop Carrier Command

Stout Field, Indiana, Sth
AAF Personnel Distribution

Center

Louisville, Kentucky 2d
Headquarters, Continental War

Air Forces Department

Bolling Field, Records

Washington, D, C. Branch
First Air Force

Mitchell Field, New York 2d
Second Air Force

Colorado Springs, Colorado Tth
Third Air Force

Tampa, Florida 4th
Fourth Air Force

San Francisco, California 9th
AAF Weather Wing

Asheville, North Carolina 4th
Army Airways Comm System

Asheville, North Carolina 4th

b. Several of the AAF commands listed in g
above, include base units located in oversea
theaters and commands, as well as in the con-
tinental United States. The close relationship
between the files of such headquarters, both
zone of the interior and oversea, requires that
their noncurrent files be centralized in one ree.
ords depot. Accordingly, noncurrent files of
base units of the commands listed below will be
transferred to the service command records de-
pot indicated. Oversea records depots in effect-
ing the return of such files to the United States
will direct shipment to the selected ASF serv-
ice command records depot and not to Organi-
zation Records Branch, AGO, Savannah ASF
Depot, Savannagh, Georgia,
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AAF Command affected
*Alaskan Division ATC

*North Atlantic Division ATC

65

Oversea Records Depots affected
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Service Command
Records Depot

Caribbean Division ATC

Pacific Division ATC

Army Airways Communications System (As applicable)

AATF '

Alaskan Department 7th SvC
Northwestern Service Command
Newfoundland Base Command 1st SvC
Iceland Base Command
Bermuda Base Command
Greenland Base Command
Antilles Department 3d SvC
Panama Canal Department
Pacific Ocean Areas 9th SvC
Southwest Pacific Area

4th SvC
(As applicable) 4th SvC

AAF Weather Regions

4. Army Service Forces
Except as provided in this paragraph noncurrent
files of installations of the Army Service Forces
will be transferred to the records depot of the
ASF service command in which the installation is
geographically located.

a. Noncurrent files of the District Engineer

Offices listed below will be transferred to the
service command records depot designated, This
will result in centralizing in the records depot
serving a particular Division Engineer Office, the
noncurrent files of Engineer district offices over
which the Division exercised jurisdiction.

Designated
Service Command

District Engineer Office Location Records Depot
Philadelphia District Philadelphia, Pa. 2d
Washington District Washington, D. C. 3d
New Orleans District New Orleans, La. 4th
Nashville District Nashville, Tenn. 5th
Pittsburgh District Pittsburgh, Pa. 5th
Buffalo District Buffalo, N. Y. 6th
Duluth District Duluth, Minn, 6th
U. S. Lake Survey District Detroit, Mich. 6th
Fort Peck District Fort Peck, Mont. 7th
Rock Island District Rock Island, 111 7th

b, Files of suboffices established by a parent
office or installation in the continental United
States and under the direct administrative su-
pervision and jurisdiction of the parent office
or instellation will normally be retired to the
ASF service command records depot (or, for
the Military District of Washington, the War
Department Records Branch, AGO) serving the
parent office or installation. Such suboffices
may be designated as class IV installations or
as “subclass IV installations,” and they may
operate under a parent field installation or

*Base units in these divisions will transfer noncurrent
files after screening direct to the service command records
depot indicated and not through the records depot in the
affected oversea theater or command.
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directly under & Washington headquarters office.

(1) The following are illustrative of suboffices
of field installations of ASF technical services to
whose noncurrent files the above rule will apply:

(a) Noncurrent files of Project Offices of the
Corps of Engineers will be transferred to the
records depot serving the affected District En-
gineer Office.

(6) Branch Offices and Regional Offices of the
Ordnance Department will transfer noncurrent
files to the records depot serving the parent
Ordnance District.

(¢) Subports of Embarkation of the Transpor-
tation Corps, as listed below, will transfer files

to the records depot serving the parent port:
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REFERENCES TO DIRECTIVES AND PUBLICATIONS
I. Purpose personnel folder (201 file) be mai’ntained for

This manual contains in a number of places
general references to directives and publica-
tions of the War Department. In this section
these are specifically cited under appropriate
subject headings, together with others which
are deemed most fundamental and pertinent
to the records administration program.

2. General References

a. WD Circular 177, 1944, Microfilming of
Records for Purposes of Preservation, outlines
the procedures for the economical and proper
utilization of microphotography in record keep-
ing and indicates the limitations of this tech-
nique,

b. WD Circular 104, 1945, which prescribes
and defines the standard records shipping and
storage box, is implemented by section II, WD
Circular 173, 1945, Locker Box, which removes
property accountability for such boxes. WD
Memorandum W 345-15-43, 1943, Use of 201
Files and other Personnel Records of Officers
and Enlisted Men, provides for the loan, under
certain conditions, of individual personnel files
to offices of the War Department and other
specified headquarters of major forces and
commands,

¢. Additional directives pertinent to records
of long-time or permanent value are AR 3.5-
105, Historical Records and Histories of Or-
ganizations, and AR 310-50, Orders, Bulletins,
Circulars, and Memoranda, which provides for
the forwarding of record sets of directives,
etc., promulgated by specified commands to
The Adjutant General. WD Memorandum W
345-21~43, 1943, Military History of the Sec-
ond World War, should also be consulted,.

d. FM 21-6, List and Index of War Depart-
ment Publications, is a useful guide to existing
publications.

3. Civilian Personnel Records
a. The War Department policy that a single

67

each civilian employee of the War Department
was announced in Civilian Personnel Circular
3, 1943. Civilian Personnel Circular 44, 1944,
prescribes a similar procedure for employees
serving outside the continental United States.

b. Other important War Department direc-
tives pertinent to records of civilian personnel
are: Cwvilian Personnel Circular 93, 1944, Loy-
alty Investigations: Civilian Personnel Circu-
lar 96, 1944, “Disposition of Medical Files
Maintained Under The Army Industrial Pro-
gram; Civilian Persomnel Cireular 135, 1944,
Standard Forms and Methods for Time and
Attendance Reports and Leave Accounts; Civil-
tan Personnel Circular 54, 1945, Disposition of
Personnel, (201), Medical, and Intelligence
Files of Civilian Employees of the War Depart-
ment in Military, Naval, or Merchant Marine
Service; Finance Bulletin 18, 1945, which re-
quires disbursing officers to cooperate with cer-
tifying officers in determining the status of the
General Accounting Office audit of pertinent ac-
counts for years prior to and including 1942;
and TM 30-218 which relates to counter-intel-
ligence investigative reports of all personnel
employed in the War Department,

4, Financial Records _

a. TM 14-702, Fiscal Accounting for Field
Installations, which provides for a uniform
system of accounts and reports, is an impor-
tant source of information concerning the fis-
cal records of the Army. TM 14-5 00, Organiza-
tion and Functions of Disbursing Offices, and
TM 14-506, Finance Service in Mobile Field
Units, are also valuable references to fiscal
procedures and records of this type.

b. Section II, WD Circular 231, 1945, pro-
vides for the disposition of fiscal accounting
records upon discontinuance of field installa-
tions.

¢. Section I, WD Circular 90, 1945, directs
that a 10-day notice be given prior to abandon-
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Service Command : s
Records Depr 5. Special Installations

Subport of Embarkation . fo which assigned  py noncurrent files of special installations will
Hahfgx Subport of Er.nbarkatxon Ist SvC be transferred to the records depot of the ASF
Helifax, Nova Scotia . service command in which the installation is
Juneau Subport of Embarkation 9th SvC geographically located.
Juneau, Alasks
Montreal Subport of Embarkatiop Ist Sv(C
Montreal, Quebec s 1. .
Prince Rupert Subport of Embar- 9th SvQ 6. Specialized Files
kation Provisions of paragraphs 1 through 5 above, will
Prince Rupert, B. C., Canada not be construed as affecting in any way the
Philadelphia (cargo) Subport of 2d SvC requirements respecting the bandling of specialized

Embarkation files.

AGO 25904
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ment of an installation to effect an audit of ac-
counts. Procedures for auditing property ac-
counts are set forth in AR 85-6740, Auditing
Property Accounts.

d. The following directives pertain fo non-
appropriated fund activities: AR 21050, Non-
appropriated Funds; AR 210-65, Army Ex-
changes; AR 210-100, Post Restaurants and
Nonappropriated Funds for Civilians; and AR
210-390, Motion Picture Service.

e. For disposition of Reports of Survey, see
AR 35-6640, Accounting for Lost, Damaged,
and Destroyed Property.

5. Military Personnel Records

a. Military personnel records are prepared
and distributed in accordance with the particu-
lar directives providing for the use of each
kind of record. WD Circular 96, 1945, as
amended by section VI, WD Circular 123, 1945,
and section IV, WD Circular 189, 1945, estab-
lishes the “field military 201 file” and describes
the disposition of specific papers filed therein.
Procedures relating to personnel records at
various types of installations or under specific
circumstances are covered in such publications
as: TM 12-221, Armed Forces Induction Sta-
tions Operations; TM 12-222, Separation Cen-
ter Operations; TM 12-223, Reception Center
Operations; TM 12-230, Service Record; TM
12-235, Enlisted Personnel: Discharge and Re-
lease from Active Duty (other than at Separa-
tion Centers); TM 12-238, Enlisted Personnel
Retirement; TM 12-240, Deceased Personnel
Within the United States, Excluding Alaska;
and TM 12125, Personnel Classification.

b. The following are examples of directives
which have a bearing on records of military
personnel: section I, WD Circular 71, 1944, Ac-
counts—DMilitary and Civilian Personnel miss-
ing, missing in action, captured, or interned;
WD Circular 200, 1944, Procedures for Pur-
chase and Issuance of United States Savings
Bonds; WD Circular 382, 1944, Naturalization
of Noncitizens Serving in the Army of The
United States; AR 25-20, Claims, Investigation
of Accidents, General Provisions; AR 35-5520,
Allotments of Pay; AR 35-5560, Notification
to Allotment Offices upon Death, etc.; AR
140-5, Reserve Officers not General Officers;
AR 340-15, Correspondence; AR 345-5, Per-
sonnel Management-—Personne! Records; AR
615-275, Authorized Absence of EM; AR (15~
360 to 369, pertaining to discharge or release
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from active duty of EM; Readjustment Regu-
lations 1-1, 1-4, aad 1-5; and “A Manual for
Courts Martial, U. S. Army, 1928.”

6. Procurement and Contracting

a. The statute of limifations on claims or
demands against the United States, available
for reference in AR 35-730, is fundamental to
War Department policy on preservation of
contract records.

b. The “Contract Settlement Act of 1944”
(Public Law 395, 78th Congress), which is pub-
lished as appendix B to the “Joint Termination
Regulation,” requires the preservation of con-
tractor’s records. Regulations are issued from
time to time directing the retention of certain
types of contract records. Reference should be
made, for example, to the “Joint Termination
Regulation” which requires retention of cer-
tain records on termination of contracts. Cer-
tain regulations issued by the Office of Con-
tract Settlement under Public Law 395 estab-
lish minimum retention periods for both con-
tractor and contracting agency records.

¢. Two other War Department directives are
basic references with relation to the records
administration program: AR 35-6700 specifi-
cally excepts contract property records from
the provisions governing disposal of military
property accounts. Section IV, WD Circular
392, 19,4, Controlled Materials Plan, requires
retention of basic records in this category.

7. Supply and Transportation

a. For a definition of “property records”
consistent with the usage of the term in this
manual consult AR 35-6700, Disposition of
Property Records. The definition given therein
distinguishes clearly between military prop-
erty accounts and contract property accounts.
In the regulation the disposition of military
property records is prescribed, and the preser-
vation of contract property and lend-lease
property records is directed pending specific
instructions.

b. A number of regulations and publications
contain valuable information about records of
this type. Of the regulations most pertinent for
reference purposes are those dealing with
property accountability (AR 35-6520 and AR-
35-6680) ; those which constitute procedural
directives for the requisitioning of property,
supplies, and equipment (AR 35-6540); and
those which constitute procedural directives for
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the receipt, shipment, and issue of property
(AR 35-6560). War Department Technical
Manuals which contain valuable references to
supply records are TM 38-205, TM 38-220, TM
88403, and TM 38-505.

¢. Policy with respect to transportation rec-
ords is stated in AR 55-series. Of particular
importance among these are AR 55-150, Bills
of Lading, and AR 55-175, Demurrage and
Storage. The former governs the procedure for
the preparation, disposition, and accomplish-
ment of Government bills of lading. The latter
prescribes that a car record book “will be part
of the permanent records in the office of the
transportation offices” at each post, camp, sta-
tion, field, or other installation,

8. Medical, Dental, and Veterinary

a. A general guide to medical and clinical
records, including (sec. VIII) requirements
pertaining to the initiation, routing, and dis-
position of individual medical records, is avail-
able in AR 40-1025, Records and Reports of
Sick and Wounded. Procedures for handling
and disposing of X-ray films are covered in
ME 1-9, WD Circular 147, 1944, and section
VIII, WD Circular 150, 1945. Regulations gov-
erning the storage and handling of nitrocellu-
lose are stated in AR 850-65, Storage and Han-
dling of Nitrocellulose Film in United States
Army Establishments.

b. AR 40-1010, Dental Reports, Returns,
and Records, constitutes the basic directive
" pertaining to dental records.

¢. Reference should be made to the provi-
sions of AR 40-2235, Veterinary Reports, Re-
turns, and Records.”

9. Photographic Records

o. Photographic files that are record in char-
acter are distinguished from nonrecord photo-
graphic files in AR 245-10, Military Records
—Preservation and Disposition.

b. For data and directives concerning the
preparation and maintenance of certain cur-
rent and historical photographic records and
training media, responsibility for which is as-
signed to the Chief Signal Officer, consult AR
105-255, Signal Corps—Photography, and AR
105-260, Signal Corps—Training Films and
Film Strips.

¢. Other useful references to photographic
files are War Department Pamphlet 11-2, Sig-
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nal Photography, Standing Operation Proce-
dure for Signal Photographic Units in The-
aters of Operations, and TM 11-409, Photo-
graphic Laboratories, Organization and Opera-
tions Service Commands, Departments, and
Posts. Additional information as to policy with
regard to the disposition of photographic rec-
ords is contained in Letter AG 812.2 (5 Aug
44) OB-S-SPXEM-SPOPP-}M.

10. Security and Intelligence

@, General reference should be made to AR
38805, Safeguarding Military Information.

b. TM 30-218, Counterintelligence Investiga-
tion Reports, provides for uniformity of proce-
dures in the preparation of all such reports.

¢. Letter AG 201.8 (6 Apr. 44) OB-S-B-M,
Transmission of Intelligence Files upon Trans-
fer of Military Personnel, has reference value.

d. For the disposition of individual intelli-
gence files of Government-owned, contractor-
operated installations see section IV, WD Cir-
cular 30, 1945,

1. Postal Records

a. The basic publication for reference to
records in this category is FM 12-105, The
Army Postal Service. This manual gives com-
prehensive coverage of the procedures of the
Army Postal Service, including procedures
relevant to the disposition of certain records
of the Post Office Department.

i2. Repairs and Utilities

a. The basic reference to records of this type
is AR 100-80, Repairs and Utilities.

b. Other important sources of data for gen-
eral reference purpose are the following pub-
lications of the Corps of Engineers: “Repairs
and Utilities Manual,” “Cost Accounting Man-
ual,” and “Real Estate Manual.”

13. T/O Units

The disposition of noncurrent files of T/0O units
under applicable circumstances is prescribed
in Preparation for Oversea movement (POM),
Readjustment Regulations 1-2 and 1-6, and in
Inclosure I (Preparation for Intertheater
Movements) to Annex B of Letter AG 320.2
(15 Feb 45) OB-S-E-M.
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